How do- ] [freak [Jown Large Wmenta:?

Big tasks can feel overwhelming—but with the right steps, you can break any
assignment into smaller, manageable chunks. This guide will help you get started,
stay focused, and finish on time without the last-minute panic.

Understand the Task

e Start with a checklist from your exam board or teacher.
e Break subjects into small, clear topics.
e Focus on what you don't know rather than what feels easy.

Think About Timelines

e Read the instructions carefully - highlight key words like explain, compare,

analyse.
e Check the deadline - how much time do you have?
e Clarify anything you don't understand - ask your teacher or tutor early.

Break it into Steps

Split the assignment into bite-sized stages. For example:

Essay: ' . Project or Presentation:
1.Choose a question or topic 1.Research the topic
2.Research and gather notes 2.Create a rough outline
3.Create a plan or structure 3.Design slides or visuals
4 Write your introduction 4.Write speaker notes
5.Draft the main paragraphs 5.Practise presenting
6.Write the conclusion 6.Final edits

7.Edit and check

Track Your Progress

Tick off each step as you go—it feels good and keeps you motivated.
If you fall behind, adjust your timeline instead of giving up.

Ask for Feedback Early

Share your plan, ideas, or a first draft with someone (tutor, teacher,

parent).
You don’t have to wait until the end to get help!

You don’t have to do it all at once. Starting small is better than waiting until it
feels “perfect.” One step at a time gets it done.



