
why is time management considered a
soft skill
why is time management considered a soft skill is a question that highlights the
importance of this ability in both personal and professional contexts. Time management is
often classified as a soft skill because it involves interpersonal abilities, personal discipline,
and cognitive strategies rather than technical knowledge or hard skills. Mastering time
management enables individuals to prioritize tasks, meet deadlines, and maintain
productivity, which are crucial for success in any environment. This article explores the
reasons why time management is regarded as a soft skill, its characteristics, and its impact
on workplace efficiency and personal development. Understanding these aspects provides
clarity on how this skill integrates with other soft skills and why it is highly valued by
employers worldwide. The discussion will include the definition of soft skills, the attributes
of time management, and practical examples of its application.
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Definition of Soft Skills and Their Importance
Soft skills refer to a set of personal attributes, behaviors, and social abilities that influence
how effectively individuals interact with others and manage their own tasks. Unlike hard
skills, which are technical and job-specific, soft skills are broadly applicable across various
roles and industries. They include communication, teamwork, problem-solving, adaptability,
and time management. These skills are essential because they affect workplace culture,
employee collaboration, and overall organizational success. Employers increasingly
prioritize soft skills as they contribute to a productive and harmonious work environment.
Understanding why is time management considered a soft skill requires first appreciating
the broader context of what soft skills entail and why they matter.

Characteristics of Time Management as a Soft
Skill
Time management is considered a soft skill because it encompasses personal discipline,
decision-making, and the ability to organize tasks effectively. It is not a technical skill that



can be measured by a certification or specific training but rather an intrinsic ability that
improves with experience and conscious effort. Time management involves planning,
prioritizing, goal setting, and self-regulation, all of which are behavioral traits. These
characteristics align with the definition of soft skills, which focus on how individuals
approach their work and interact with time constraints, rather than the technical execution
of tasks.

Personal Discipline and Self-Regulation
Effective time management requires individuals to regulate their actions, avoid
procrastination, and maintain focus on high-priority activities. This self-regulation is a
hallmark of soft skills, as it depends heavily on personal motivation and emotional
intelligence.

Planning and Prioritization
Planning how to allocate time across tasks involves decision-making skills and the ability to
assess urgency and importance. These cognitive processes are soft skills because they
require thoughtful judgment and adaptability rather than purely technical knowledge.

Communication and Coordination
Time management often involves coordinating with others to align schedules and meet
deadlines. This aspect necessitates communication skills and teamwork, reinforcing its
classification as a soft skill that impacts interpersonal relationships.

How Time Management Enhances Workplace
Productivity
The practical benefits of time management in the workplace demonstrate why it is
considered a soft skill crucial for organizational success. Employees who manage their time
well can complete tasks efficiently, reduce stress, and contribute positively to team
dynamics. Time management skills enable workers to handle multiple responsibilities while
maintaining quality and meeting deadlines, which boosts overall productivity.

Meeting Deadlines and Managing Workload
One of the primary outcomes of good time management is the ability to meet deadlines
consistently. This reliability makes employees valuable and dependable contributors.
Managing workload effectively also prevents burnout and ensures sustainable performance.



Improving Focus and Reducing Interruptions
Time management helps individuals minimize distractions and maintain concentration on
essential tasks. This improved focus leads to higher quality work and faster completion
times, benefiting both employees and employers.

Fostering Collaboration and Team Efficiency
When team members manage their time well, coordination improves, and projects move
forward smoothly. Effective time management supports clear communication about
availability and deadlines, enhancing team collaboration.

Time Management in Personal Development and
Stress Reduction
Beyond professional settings, time management is vital for personal growth and mental
well-being. It enables individuals to balance work, leisure, and responsibilities, which
reduces stress and improves life satisfaction. This holistic impact further explains why time
management is classified as a soft skill—it involves emotional intelligence and self-
awareness.

Balancing Priorities Across Life Domains
Good time management allows people to allocate appropriate time to work, family, health,
and hobbies. This balance is critical for sustaining motivation and avoiding burnout,
demonstrating the soft skill's role in overall life management.

Reducing Anxiety and Improving Mental Health
Procrastination and poor organization often lead to anxiety and stress. Time management
skills help individuals anticipate and mitigate these pressures by providing structure and
predictability to daily routines.

Developing and Improving Time Management
Skills
Since time management is a soft skill, it can be cultivated through intentional practice and
behavioral changes. Developing these skills involves learning effective techniques and
adopting habits that promote better use of time. Organizations and individuals alike invest
in training programs to enhance time management capabilities, recognizing their critical
role in success.



Techniques for Effective Time Management

Setting SMART (Specific, Measurable, Achievable, Relevant, Time-bound) goals

Prioritizing tasks using methods like the Eisenhower Matrix

Breaking large projects into manageable steps

Using calendars, planners, and digital tools for scheduling

Establishing routines and minimizing distractions

Continuous Improvement and Self-Assessment
Regular reflection on how time is spent and adjusting strategies accordingly is essential for
mastering time management. This ongoing process embodies the soft skill’s dynamic
nature and its integration with personal growth and professional development.

Frequently Asked Questions

Why is time management classified as a soft skill rather
than a hard skill?
Time management is considered a soft skill because it involves personal attributes and
behaviors related to how individuals organize and plan their time, rather than technical or
job-specific knowledge.

How does time management demonstrate interpersonal
effectiveness?
Time management reflects interpersonal effectiveness by enabling individuals to meet
deadlines, respect others' time, and collaborate efficiently, which are essential for smooth
team dynamics.

In what ways does time management impact workplace
productivity?
Effective time management helps prioritize tasks, reduce procrastination, and allocate
appropriate time to activities, leading to increased productivity and better work outcomes.

Why is time management important for personal



development as a soft skill?
Time management fosters self-discipline, responsibility, and goal-setting, which are key
personal development traits that enhance overall effectiveness and adaptability.

How does time management influence stress levels in
professional settings?
By organizing tasks and setting realistic deadlines, time management reduces last-minute
pressure and workload overload, thereby lowering stress and improving mental well-being.

Can time management skills be improved, and why is
this significant?
Yes, time management skills can be developed through practice and training, which is
significant because improving these soft skills leads to better efficiency and career growth.

What role does time management play in leadership
and team management?
Leaders with strong time management skills can allocate resources wisely, set clear
timelines, and model effective work habits, which motivate and guide teams toward
achieving goals.

How does time management relate to adaptability in
changing work environments?
Time management enables individuals to reassess priorities and adjust schedules
efficiently, making them more adaptable to shifting demands and unexpected challenges.

Additional Resources
1. Mastering Time: The Heart of Soft Skills
This book explores why time management is more than just scheduling; it is a crucial soft
skill that influences productivity, communication, and personal effectiveness. It delves into
how managing time effectively requires emotional intelligence, adaptability, and
interpersonal skills. Readers will learn practical strategies to develop time management as
a holistic competency that impacts both professional and personal life.

2. The Soft Skill of Time: Why Managing Hours Matters
Focused on the intersection between time management and soft skills, this book explains
why managing time is essential for teamwork, leadership, and collaboration. It highlights
how time management enhances decision-making and stress management, making it an
indispensable skill in the modern workplace. The author provides real-world examples and
exercises to improve this critical ability.

3. Time Management as a Soft Skill: Building Emotional and Organizational Intelligence



This book emphasizes the emotional and cognitive aspects of time management, framing it
as a soft skill that goes beyond planning. It covers how empathy, self-awareness, and
communication play roles in effectively managing time. Readers gain insights into
developing these complementary skills to improve both personal productivity and
workplace relationships.

4. The Human Element in Time Management
Examining time management through the lens of human behavior, this book presents time
management as an inherently soft skill. It discusses how motivation, mindset, and
interpersonal dynamics influence how people manage their time. The book offers strategies
for cultivating self-discipline and collaboration to optimize time use.

5. Soft Skills for Success: Why Time Management Tops the List
This book positions time management as a foundational soft skill necessary for career
advancement and life balance. It argues that managing time effectively requires
communication, adaptability, and problem-solving abilities. The author provides tools for
integrating time management with other essential soft skills to maximize success.

6. Time Management in the Soft Skills Toolbox
A practical guide that frames time management as one of the most valuable soft skills in
today’s workforce. It explores how time management impacts teamwork, leadership, and
emotional intelligence. The book includes exercises and case studies to help readers
develop and apply time management skills in various contexts.

7. Why Time Management is a Soft Skill: Unlocking Personal and Professional Potential
This book investigates the reasons why time management is classified as a soft skill,
focusing on its role in personal growth and workplace efficiency. It highlights the
importance of self-regulation, communication, and adaptability in managing time well. The
author offers strategies to cultivate these traits for better time management outcomes.

8. The Psychology of Time Management as a Soft Skill
Focusing on the psychological underpinnings, this book explains how time management is
deeply connected to emotional intelligence and cognitive flexibility. It discusses how self-
control, motivation, and interpersonal skills contribute to effective time management.
Readers will find research-based techniques to strengthen these soft skills.

9. Integrating Time Management into Your Soft Skills Portfolio
This book serves as a comprehensive resource for professionals seeking to enhance their
soft skills with effective time management. It covers the relationship between time
management and communication, leadership, and teamwork. Practical tips and frameworks
are provided to help readers integrate time management seamlessly into their daily
routines.
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  why is time management considered a soft skill: Destroy Limitations and Achieve the
Impossible: The Blueprint for Unstoppable Success Ahmed Musa, 2025-03-11 Success is not a matter
of chance—it’s a matter of mindset. Destroy Limitations and Achieve the Impossible offers a
blueprint for overcoming the limitations that have held you back and achieving what others consider
impossible. In this book, you’ll learn how to reprogram your mindset, break free from limiting
beliefs, and take bold, fearless action toward your goals. Through a combination of psychological
techniques, motivational strategies, and real-life examples of individuals who have shattered the
limits of success, this book provides you with the tools to push beyond your perceived boundaries
and reach new heights. Whether you’re facing self-doubt, fear of failure, or external challenges, this
book will show you how to achieve the impossible and unlock your full potential.
  why is time management considered a soft skill: Managing Time, People, and Resources
Like a Pro Ahmed Musa, 2024-12-18 Master the essential skills to lead efficiently and effectively
with Managing Time, People, and Resources Like a Pro. This comprehensive guide equips managers
and team leaders with proven strategies to balance priorities, optimize resources, and inspire teams
to achieve peak performance. Learn time-tested techniques for time management, including
prioritization, goal setting, and eliminating distractions. Discover how to lead people with clarity and
confidence—delegating tasks, building trust, and fostering collaboration. Gain insights into
maximizing resources, streamlining processes, and reducing waste to drive productivity and results.
With practical tips, real-world case studies, and actionable tools, this book helps you take control of
your workload, strengthen your leadership, and create sustainable success. Perfect for managers,
entrepreneurs, and professionals at any level, Managing Time, People, and Resources Like a Pro will
empower you to lead smarter, achieve more, and thrive in today’s demanding work environment.
  why is time management considered a soft skill: Innovations and Technologies for Soft Skill
Development and Learning Nagarajan, Suresh Kumar, R., Mohanasundaram, 2020-04-10 Traditional
education revolves around the teaching of technical skills, especially within STEM fields. However,
soft skills—broadly, communication and intrapersonal skills—are essential within all fields,
especially those frequently involving research and collaboration. However, the focus on teaching
students to be adept communicators and team members remains woefully underdeveloped.
Innovations and Technologies for Soft Skill Development and Learning is a pivotal reference source
that explores the mental and psychological growth of individual learners at different stages of
education concerning soft skills and the need for innovation and creativity to lead a successful
career. Highlighting topics including higher education, emotional intelligence, and student behavior,
this book is ideally designed for educators, curriculum developers, instructional designers,
administrators, policymakers, academicians, researchers, and students.
  why is time management considered a soft skill: Soft Skills Mastery: Unleash Your Hidden
Power for Workplace Success Dr. Pooja Yadav, 2025-05-13
  why is time management considered a soft skill: Comprehensive Guide to English
Communication & Soft Skills Mr. Amith Kottayi , 2024-12-25 In today’s rapidly evolving world,
the ability to communicate effectively and navigate interpersonal dynamics is more critical than
ever. This book, Comprehensive Guide to English Communication & Soft Skills, is an endeavor to
equip learners with the essential tools to succeed in both personal and professional spheres.
Whether you are a student, a professional, or someone eager to refine your abilities, this guide offers
a holistic approach to mastering communication and soft skills. The journey of writing this book was
inspired by the challenges and triumphs faced in real-world communication scenarios. The content is
designed to bridge the gap between theoretical knowledge and practical application, making it
accessible to learners at all levels. From enhancing English proficiency to cultivating emotional
intelligence, each chapter provides actionable insights that empower readers to communicate with
confidence and empathy. Structured into thoughtfully curated modules, this book covers a wide
spectrum of topics—ranging from foundational communication principles and advanced writing
techniques to leadership, negotiation, and cross-cultural communication. Every chapter is enriched



with examples, strategies, and exercises aimed at fostering growth and self-improvement. In
creating this guide, my hope is to inspire readers not only to develop their skills but also to embrace
the transformative power of effective communication. May this book serve as a stepping stone on
your journey toward personal excellence and professional achievement.
  why is time management considered a soft skill: Communication Skills And Soft Skills: An
Integrated Approach (With Cd) Kumar E. Suresh, 2010-09
  why is time management considered a soft skill: The ACE of Soft Skills: Attitude,
Communication and Etiquette for Success Gopalaswamy, Mahadevan, 2010 The ACE of Soft Skills:
Attitude, Communication and Etiquette for Success is a part of this educational process that
produces top-notch professionals. Divided into three parts, Attitude, Communication and Etiquette,
this unique book provides a broa
  why is time management considered a soft skill: Ranjesh's Practical Effective English
Communication And Soft Skills For Undergraduate Courses Er. BK. Ranjesh Roy , 2020-09-24
Ranjesh's Practical Effective English Communication and Soft Skills for Everyone is specifically
designed to be strong in English Communication Skills for Intermediate and also Undergraduate
Students of all disciplines who want to improve their language skills. This book serves not only as a
high School and College exams but also helps you to develop Soft Skills that will be useful
everywhere in your professional life now a days. This book is a must for everyone.
  why is time management considered a soft skill: Developments in Virtual Learning
Environments and the Global Workplace Swartz, Stephanie, Barbosa, Belem, Crawford, Izzy, Luck,
Susan, 2021-06-11 Although institutions of higher education have recognized the need for preparing
their graduates for a digitalized, global workplace, these efforts have been sporadic, individualized,
and varied from discipline to discipline. Nevertheless, over the past 10 years, trends such as “double
classrooms,” “inverted classrooms,” and “collaborative online international learning” (COIL) have
gained traction at universities across the globe. With the emergence of the COVID-19 pandemic in
2020, efforts to engage students in the use of digital tools and virtual collaborative teamwork
increased tenfold. Creative and innovative virtual learning environments (VLEs) have emerged, and
instructors have used them to connect with their students much more frequently. The holistic nature
of virtual learning, its impact on employability, and the development of global citizenry have become
prime areas of research amongst the digital education landscape. Now more than ever, it is essential
to look at virtual learning environments and how they can be used to prepare students and
employees for the opportunities and challenges of a global, digital workplace. Developments in
Virtual Learning Environments and the Global Workplace provides readers with a rationale and tool
kit for facilitating virtual learning in a wide variety of contexts in response to the opportunities and
challenges presented by the digital global workplace. This book covers virtual learning practices, the
value of virtual learning for professionals and employers, and the best practices in online learning in
different settings. Additionally, the chapters dive into the future perspectives and trends within
virtual learning environments and the creation/evaluation of virtual learning strategies. These
insights range from diverse countries, education levels, industry sectors, and academic disciplines,
making this book a comprehensive research tool. This book will greatly benefit e-learning and
instructional designers, university senior managers, university staff responsible for mobility and
exchange, researchers, professionals responsible for organizational development and further
education, human resource directors, global company executives, managers, practitioners,
stakeholders, academicians, and students looking for information on how virtual learning
environments are preparing students for the global workplace.
  why is time management considered a soft skill: How to Thrive in the Gig Economy
Ahmed Musa, 2024-12-24 The gig economy is transforming the way people work, offering
unprecedented flexibility and opportunity. But succeeding in this new world requires a unique set of
skills and strategies. This book explores the evolving nature of gig work, from freelancing and
contracting to building a portfolio career. Learn how to cultivate a personal brand, market your
services effectively, and secure consistent income streams while navigating the uncertainties of



self-employment.
  why is time management considered a soft skill: Zero Budget Travel Lucas Nguyen,
2024-10-15 Zero Budget Travel challenges the notion that exploring the world requires significant
financial resources. This groundbreaking guide introduces a revolutionary approach to travel,
centered on resource optimization, skill leveraging, and community engagement. By mastering these
principles, readers can embark on life-changing adventures regardless of their economic status,
transforming perceived limitations into opportunities for growth and cultural immersion. The book
traces the roots of zero budget travel to the rise of digital nomadism and the sharing economy,
exploring how technological advancements have made this approach possible. It provides practical
strategies and real-world examples for implementing zero budget travel techniques, from finding
free accommodation to bartering skills for transportation. Throughout its chapters, the book
progresses from introducing core concepts to addressing sustainable and ethical practices, ensuring
readers understand the long-term implications of this travel philosophy. What sets Zero Budget
Travel apart is its holistic approach to travel as a tool for personal and societal transformation. By
challenging readers to reconsider their relationship with money, possessions, and cultural exchange,
it offers a fresh perspective on global exploration. This guide is invaluable for young adults,
professionals seeking alternative lifestyles, and anyone interested in sustainable living or meaningful
cultural experiences.
  why is time management considered a soft skill: Creating Innovation Spaces Volker
Nestle, Patrick Glauner, Philipp Plugmann, 2021-02-08 This book offers fresh impulses from
different industries on how to deal with innovation processes. Authors from different backgrounds,
such as artificial intelligence, mechanical engineering, medical technology and law, share their
experiences with enabling and managing innovation. The ability of companies to innovate functions
as a benchmark to attract investors long-term. While each company has different preconditions and
environments to adapt to, the authors give guidance in the fields of digitalization, workspaces and
business model innovation.
  why is time management considered a soft skill: ,
  why is time management considered a soft skill: HYPER LEADERSHIP Burkard Schemmel,
Charlotte de Brabandt, 2025-05-26 In an era of unprecedented technological change and
demographic shifts, traditional leadership models are failing. Hyper Leadership offers a
revolutionary framework for navigating this new reality. Written by Dr. Charlotte de Brabandt and
Burkard Schemmel, two seasoned executives with global experience at organizations like Amazon,
Johnson & Johnson, and Volkswagen Group, this book presents a comprehensive approach that
transcends conventional wisdom. Hyper Leadership recognizes that success in the 21st century
depends on agility, inclusivity, and technological integration. Through detailed case studies and
actionable frameworks, readers learn how to: - Transform leadership approaches to address
demographic challenges and talent shortages - Integrate AI and automation while maintaining
human-centric values - Implement the PIE Concept (Performance, Image, Exposure) for leadership
development - Apply Amazon's Bar-Raiser methodology to continuously elevate organizational talent
- Create hyper-agile teams that respond rapidly to changing market conditions The book provides
practical tools for cost optimization, talent management, and digital transformation - all designed to
create organizations that are fast, flexible, and future-ready. Whether you're a CEO navigating
transformation, an HR professional developing leadership programs, or a manager building
high-performing teams, Hyper Leadership provides the roadmap for success. In a world where
change is the only constant, Hyper Leadership isn't just an advantage - it's an imperative.
Organizations that embrace these principles will thrive in uncertainty, while those clinging to
outdated models risk obsolescence. This book is your essential guide to building an organization that
doesn't just survive disruption but harnesses it as a catalyst for unprecedented growth and
innovation.
  why is time management considered a soft skill: From Employee to Successful
Contractor: For Black Women Michaela Dosunmu, Are you ready to break the corporate ceiling



and join the ranks of Black women freelancers who thrive on their own terms? Imagine trading
cubicle confines for the autonomy you deserve—where every project reflects your vision and
expertise. From Employee to Successful Contractor: For Black Women is your definitive contractor
career guide and professional freedom book, crafted specifically for Black female entrepreneurs.
This empowering self-employment for women roadmap shows you how to: Build contracting business
foundations that leverage your existing skills Master the art of pitching and negotiations to
command premium rates Transition smoothly from payroll to profit without losing financial stability
Picture yourself as a confident contractor, selecting only the contracts that fuel your passion—and
your bank account. This guide unveils: Proven strategies to secure high-value clients who respect
your worth Step-by-step checklists for setting up contracts, invoicing, and client management
Insider tips on branding and marketing to stand out in competitive industries Don’t let another day
pass under someone else’s rules. Grab your copy of From Employee to Successful Contractor: For
Black Women now and embark on the journey to professional freedom, financial empowerment, and
entrepreneurial success!
  why is time management considered a soft skill: HYPER-DIVERSITY Burkard Schemmel,
Charlotte de Brabandt, 2025-02-14 Western societies are in a phase of rapid technological and
demographic development. All types of companies are facing innovative challenges. In order to
remain competitive, the inclusion of diverse talents is required. This book explains the current
situation and presents solutions in theory and practice.
  why is time management considered a soft skill: Working Students’ Time Management
Gyan Shankar, 2022-06-04 Finding it challenging to balance your career and academics? Working
Students' Time Management is your ultimate guide to gaining two or more productive hours every
day—yes, every single day! Packed with proven time management techniques, this book reveals
simple, actionable strategies to help you get more done in less time, reducing stress and increasing
efficiency. Written by a seasoned expert with multiple post-graduate degrees, including an MBA
from West Virginia, this essential resource distils years of experience in teaching time management,
emotional intelligence, and synergy into practical advice tailored for working students. From
understanding the unique challenges faced by international students to mastering the art of
balancing work and study, this book covers it all. You’ll explore effective strategies for mindset
change, habit modification, planning, scheduling, and prioritizing. Learn how to stay organized,
perform at your best, and manage full-time work alongside your studies with ease. Embrace this
invaluable tool to transform your time management skills, boost your productivity, and achieve your
academic and career goals with newfound confidence. Your path to success starts here!
  why is time management considered a soft skill: Handbook of Research on Industrial
Applications for Improved Supply Chain Performance García-Alcaraz, Jorge Luis, Jamil, George
Leal, Avelar-Sosa, Liliana, Briones Peñalver, Antonio Juan, 2019-10-18 In the industrial world,
companies are always seeking competitive advantages to sustain themselves in the globalized
market. A supply chain is one of these improvements that managers implement in order to stay
ahead of the competition. However, certain methods of supply chains add risks such as the addition
of costs, possible accidents, and economic losses. Because of this, companies are looking for
techniques in which to progress their supply chain execution. The Handbook of Research on
Industrial Applications for Improved Supply Chain Performance is a pivotal reference source that
identifies techniques, tools, and methodologies that can improve supply chain performance and
enable businesses to generate a competitive advantage in the globalized market. While highlighting
topics such as material flow, route optimization, and green distribution, this publication is ideally
designed for managers, executives, logistics engineers, production managers, warehouse operations
managers, board directors, consultants, analysts, inventory control managers, researchers,
academicians, industrial and managerial professionals, practitioners, and students looking to
improve costs and quality of supply chains.
  why is time management considered a soft skill: International Handbook of Skill,
Education, Learning, and Research Development in Tourism and Hospitality Anukrati



Sharma, 2024-09-28 This handbook provides new dimensions and directions to design tourism
education curriculums and transform students' learning. It delves into issues such as job
opportunities, business opportunities, required skill sets, and the role of critical and creative
thinking in tourism education, and focuses on a shift in mindset from R&D (research and
development) to L&D (learning and development), to aid in gaining in-the-field knowledge. It
presents a global perspective on the latest trends, innovative curriculum, research, and skill needs
in the travel, tourism, and hotel industry via empirical, theoretical, and conceptual chapters, as well
as through global case studies. This handbook explores how to develop the skills, attributes and
prospects for employment in these competitive industries, and also highlights what employers in the
tourism and hospitality sectors expect from graduate and/or post-graduate candidates. Besides
examining the contribution of tourism education towards a better society, this handbook introduces
a new way of designing curriculums, and examines the past practices, current trends, and future
opportunities in the field.
  why is time management considered a soft skill: The Professional Edge "For a Fantastic
Career & Life" Keshav Sridhar, 2013-11-25 An Excellent Workbook for one and all seeking a
Fantastic Career & Life. Especially Very Useful for Students & Budding Professionals.
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which is why but You never know. That is why And goes on to explain: There is a subtle but
important difference between the use of that and which in a
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