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  Let's find out what time management is:

Time management is the ability to effectively organize and manage your available time to accomplish desired tasks and goals.
Time management is a personal concept and each person can find methods and techniques that better suit their work style and specific needs. By applying effective time management approaches, you can improve productivity, reduce stress, and create a better work-life balance.
Ever since I've known myself, but especially since I started my studies, I've always been in a time crunch , most of the time I was the only one to blame for leaving everything for the last moment.

Procrastination is the act of intentionally postponing or delaying the completion of a task or activity, substituting it for other less urgent or more enjoyable activities. It's a common human tendency and can affect productivity and goal achievement.
In Romania, we have an old saying: "Don't leave for tomorrow what you can do today".

Next, I will present a personal reflection on time management and what I do to improve myself.

  Here are some key aspects of time management that helped me overcome my problem:


1. Planning: You set clear goals and set an action plan to achieve them. Creating a to-do list or calendar can be useful for organizing your daily, weekly, or monthly activities.
2. Prioritization: You evaluate the importance and urgency of different tasks and give priority to the most important ones. Thus, you focus first on the activities that bring the greatest benefits or that have tight deadlines.
3. Delegation: If possible, share tasks and responsibilities with others. Delegating tasks to other competent people can free up time for you to focus on other important activities.
4. Eliminate distractions: Identify and reduce or eliminate distractions that can hinder your productivity, such as cell phones, social media, or other things that can distract you during your activities.
5. Use of technology and tools: You use tools like electronic diaries, planner apps and alarms to organize your time more effectively and remind yourself of important tasks.
6. Time Management Realistically: You assess how long it will take you to complete a task and set realistic expectations. Avoid overloading your schedule and make sure you set aside enough time for rest and relaxation.
7. Flexibility: You understand that plans can change and you are willing to adapt to unforeseen situations. By being flexible, you can deal with changes and new priorities that may arise.
  
· [bookmark: _Toc121927065][bookmark: _Toc121937703]Introduction
This self-reflection is also referred to as "reflective awareness," "personal reflection," or "reflective consciousness." So, self-reflection is taking the time to evaluate, and consider one's actions, motivations, desires, behavior’s, and thoughts. This exposition will consider using time effectively as using time effectively is an exceptionally significant part of the off chance that somebody will have a valuable way of life.

· [bookmark: _Toc121926948][bookmark: _Toc121927066][bookmark: _Toc121937704]Reflection on skills
People can only examine where they stand in life in quiet times of self-reflection. Self-reflection can help a person see clearly what qualities they developed in the Professional Skills and Ethics course and what skills they need to improve to succeed in both personal and professional life. After thinking about my abilities and skills, it became evident that one must have a quality of learning readiness to excel in life.
Present-day culture is becoming more confound, and data is opening up and changing quickly. It results in provoking the clients to reconsider, switch timings, and change all the techniques and methodologies associated with critical thinking. As a result, it is becoming increasingly important to encourage students of any department to engage in reflective thinking as they learn to assist them in developing strategies for putting new information to use in complex situations that arise in their everyday lives. By encouraging students to understand and have a clear idea of their thinking and learning strategies, reflective thinking plays a huge role in developing higher-order capabilities.
Finding a method that fits your preferences is critical in the process of time management. What you avoid, when you feel energized or tired, what kind of work you do, and what you do outside of work will all be reflected in a good time management system. As a result, it is impossible to recommend a single planning method or system (Razali et al., 2018). Even though there are proponents of each time management or commercial planner system, just because it works for others does not mean it will work for you. 
· [bookmark: _Toc121926949][bookmark: _Toc121927067][bookmark: _Toc121937705]Cognitive and intellectual skills
Reflective analysis focuses on concluding and determining about what has happened. On the other side, critical thinking involves a wide range of thinking skills that help to get good conclusion and outcomes. In any case, reflection and reasoning is most significant during complex critical thinking circumstances. It has been stated that it equips the students with a potential chance to step back and contemplate how they face the issues and take care of them.
· [bookmark: _Toc121926950][bookmark: _Toc121927068][bookmark: _Toc121937706]Effectiveness Criteria
Planned activities for varying lengths of time are necessary for efficient time management. Long-range, mid-range, and short-range steps should all be included in any action's strategic planning (Murillo-Llorente et al., 2021). A good plan for managing one's time includes putting one's intentions into action and allowing for flexibility to take advantage of unexpected opportunities. (Wang, 2018) asserts that even leisure activities and free time should be planned to achieve a higher objective in life. Effective time management entails devising a strategy outlining each of the larger and smaller actions connected to the goal of one's life.
I have not had enough time to master planning, so my time management skills are poor. When I started my career, I had to deal with many new responsibilities and expectations, like managing my money, my free time, and finishing my work at the office. I always have time for work and family in my schedule, and I am okay with turning my intentions into actions. However, due to my propensity to overlook the possibility of unforeseen events, my plans need to be sufficiently adaptable. I also put things off, making it hard to control how long I spend on essential tasks. Delay, as defined by Wang (2018) is "ignoring and making late an intended course of action despite expecting to be worse off for the delay". Even though majority of students have demonstrated the issue, I should develop efficient time-management skills through effective prevention strategies (Adams & Blair, 2019).
· [bookmark: _Toc121926951][bookmark: _Toc121927069][bookmark: _Toc121937707]Gibbs Model of Reflection
One of the most well-known cycling models, the Gibbs Reflective cycle, guides individuals through six phases of examining their experiences. These are the feelings, description, evaluation, analysis, conclusion, and course of action. It improves current performance and enhances future performance to gain overall experience. This cycle can help people understand what they did well and what they can do better in the future (Murillo-Llorente et al., 2021). Gibbs' Reflective cycle will be used here to to assess my personal development and overall journey, as well as my experience and academic performance, and feedback to assist the final reflection.
· [bookmark: _Toc121937708]Description
Because it ensures a person's punctuality and ability to achieve his or her objectives, time management is essential for promotion in any field. Time management skills positively and effectively impact fellow students' social interactions. The beginning of my employment went well; I set goals, and most things happened according to my schedule. However, as the workload increased, I realized I needed to properly manage my time because I had viewed it as a threat to my success. The meetings and numerous conferences I attended with my teams were the most beautiful experiences of my life. I gained knowledge of effective time management techniques and skills there. I never attended a lecture, conference, or meeting simultaneously, even at the beginning. I also got feedback from my fellows and teachers, and I found it useful for my future. During this time, I discovered that this skill could assist me in achieving the objectives I had previously set for myself. In addition, I have taken several classes that have enhanced my ability to prioritize tasks and manage my time.
· [bookmark: _Toc111218659][bookmark: _Toc121937709]Feelings
My habit of being late and mismanaging challenged me throughout my academic period. On the other hand, I felt appreciated because I have excellent social interaction skills and, to be honest, am good at making excuses. These abilities always saved me from terrible situations or punishments. By reducing conflict and avoiding punishment, my extraordinary communication skills help me maintain and build relationships (Wang, 2018). However, my poor time management prevented me from receiving good grades on the exams because I frequently failed two to three questions. After all, I lack time. Various courses can also assist me in this regard because they are essential for both assisting me in becoming proficient in the profession and equipping me with essential skills that could help me advance in my career. For example, I have done a time management efficiency course, which helps me manage my time.
· Evaluation
Throughout my academic career, my goal was always to use my knowledge to finish the course and advance to higher levels because I was good at putting ideas into action quickly and doing my best. I built a solid foundation on my academic background and work experience. I now understand physical concepts and their use in the modern world. In addition, based on previous experience, I was confident in managing my schedules and eager to learn new information, which contributed to my improved time management. I could learn much about myself and become more punctual in this real-world setting. Nevertheless, I know I still have much to learn and grow.
· Conclusion
To recapitulate, as I am completely cognizant of my bad habit of not organizing my tasks, I will concentrate on getting better at them to succeed in my future career. Additionally, I know the significance of task scheduling and time management. Since it can help oversee one's life, time is a significant asset that requires cautious administration. Before I can master the art of time management, I know I have a long way to go.
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