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I. Introduction

     In this assignment I will speak about time management, reflection, referencing. 
     People depend on time management to coordinate their professional and personal lives.Two table are supporting the study about relationship between time management and well- being, performances. The tables explain why time structures and time norms affect time management at different levels of analysis.
     Reflection is a useful instrument for better learning and self – discovery. In absence of reflection life becomes a lot of isolated events with no connected meaning.
     Referencing is a standardised method of acknowledge. The study presents why to reference and how to do it.

























II. Time management

     “Time is of the essence: Improving the conceptualisation and measurement of time from: Human resource management- review 2021.
     Some authors define time as a combination of time assessment, goal setting, planning and monitoring activities.
     Time management is important in organising professional and personal lives.
     When every people analysed it, they are free to organise it as they see fit (Zerubavel, 1976) by drawing on existing time models (Orlekowski & Yates, 2002) or developing their own-time structures (Flaherty, 2003; Kreiner, Hollensbe & Sheep, 2009).
     For understanding and measurement of the time concept we are taking into discussion four distinct time constructs ( Aguinis, Herman, Bakker, Rene, M., 2021): duration, frequency, timing and sequence.
     The elements from various fields and domains are synthesising and integrated into three novel perspectives on time management: the sociology of time, the psychology of time, and the behavioural economics.

   Time management and well-being
   Table no. 1 explained the relationship between time management and well – being. Well- being means “pleasant emotions, low levels of negative moods, and high life satisfaction”. (Diener, Lucas & Oishi, 2002, p.63). The questionnaires were administered to the students, people, workers. They studied the impact of time management. It was registered the way people’s time is structured and purposeful on various facts of well-being.

          Table no. 1
          Summary of research on the relationship from time management and well-being 

	Authors
	Sample
	Research design and measures
	Conclusions

	Bond and Feather (1988)
	Undergraduate students (sample 1 = 336; sample 2 = 193; sample 3 = 217)
	Self-report questionnaire
	Time management is positively associated with better health (r = .27), a sense of purpose (r = .65) and optimism (r = .31) and negatively related to depression (r = - .44), distress (r = - .37), and anxiety (r = - .56)

	Claessens et. al. (2004)
	70 R &D engineers
	Self-report questionnaire
	Time management is associated with job satisfaction (r = .30) and work strain through perceived control of time (r = - .58)

	Peeters and Rutte (2005)
	123 elementary teachers
	Self report questionnaire
	Time management correlated with emotional exhaustion in people who have low autonomy and high work demands (r = - .17)



   
   
     Time management and performance

     Table no. 2 examined the relation time management- performance.
 
	Authors
	Sample
	Research design and measures
	Conclusions

	Claessens et al. (2004)
	70 R & D engineers 
	Self-report questionnaire
	Time management is associated with self-report job performance (r = .33)

	Rapp et al. (2013)
	212 employees and 41 supervisors
	Self-report questionnaire
	Time management is correlated with the influence of helping behavior (r = .16) on job performance



     The authors asked the people to record the spent time on meetings and the high and low priority activities and to report their weekly assessment at work.
     The main effect of this was the increase in time spent on high-priority tasks.
     The studies found time management to be correlated with greater life satisfaction (Macan et al., 1990), and job satisfaction (1994), lower anxiety (Lanyard, 1992) and lower strain (Jed & Elacqua, 1999).
     The manual’s purpose was to help people in spending more time on high priority tasks and less time on meetings and interruptions.

     Time structures and time norms

     Time structures and time norms are two key concepts in the sociology of time. 
     Time structures include timing, frequency, sequence and duration of events, also business hours,  project timelines, cleaning schedules and holidays.
     Time norms are intangible and shared models of temporal activity to be done
     The organisations are using time structures to align the efforts of employees with organisational expectations. The primary time structure in organisations is hours of operation and the ways those hours are structured. 
     Leaders can rethink their organization’s time structure and norms in a way that accommodates effective time management practices.
     Organizational cultures that are more time management- friendly are causing less stress.
     The measurements of time are important for leaders that can use existing measures of time structures and norms (e.g., Burt et al., 2010; Schriber & Gutek, 1987) like a diagnostic instrument.
     Time is a resource that give to the firm, organizations a competitive market advantage.












III. [image: ]Reflection



     Reflection is an introspective, iterative process that is transforming yourself- knowledge: how and what you think.
Reflection is the key to unlocking deeper learning and understanding.
     Reflecting on experiences and uncovering meaning is the part of learning very important. It is the opportunity to slow down and consciously contemplate. 
   Gail Browning, Ph. D., the founder and CEO of Emergenetics International said: “reflection is a deeper form of learning that allows us to retain every aspect of any experience, be it personal or professional- why something took place, what the impact was, whether it should happen again – as opposed to just remembering that it happened. It’s about tapping into every aspect of the experience, clarifying our thinking, and honing in on what really matters to us.”
     Reflection helps you internalize information, connecting your experiences and observations with your knowledge. You will get the deeper learning, new insights, and broader perspectives. It is the way that will guide your thinking in the future, you will apply the information you learn in new situations. 
     How to reflect
     Curiosity and openness
     Reflection is an introspection way of learning and discovering new insights. You have to cultivate your curiosity, to be open to learning.

  
   Objective observation
     You can obtain a better clarity and a boarder perspective if you know how to step back and look at your thoughts.
     Thoughtful questioning
     The quality of your questions influences the quality of the output from your reflection. You need to think critically about the answers to your questions and evaluate it.

     Stages of reflection
     Reflection is a process of analysis, that contain a few essential stages.
1. What happened?
2. Why does this matter?
3. What are the next steps?
     
     1. What happened? The first stage, describe the situation. It answers to what, where, when and who questions. It is showing how you felt during the experience.
     2. Why does this matter? This stage analyze the situation. Try to make sense of why things happened as they did. So what? Be critically, review the situation, look for insights. How might things have gone differently? What could you have changed?
     3. What are the next steps? Prepare for how you would handle a similar situation in the future. What will you do differently next time. The point of this stage is to learn from your analysis. Depending on the situation of your reflection, this could be a deeper understanding of a topic, a broader perspective, or an improved way of doing something.

     In high school and college I was always in a hurry. I had always my list prepared. Whenever I found time to think, I was concerning on how to get better marks.
     I remember in a summer camp I was making a trip with some friends to Barnova, Iasi. It  is a beautiful place, covered by woods. We organised a competition, we formed two teams. The team that first found the indicators in the wood, had to be the first.
     I was the team leader, I was organised the team members. I had to push the situation to be the winner. I realised I pushed the situation but I felt It was important for me to start the action. Although we had a successful outcome, we should find a way to include everyone in decision making at the start.
     In the future situation I will suggest this and be aware of how that will help the group dynamics from the start.
      
     
Reflection is a useful tool for deeper learning and self-discovery. Without it life becomes a series of isolated events, with no connections. There is a lot to be found in the reflection.


































IV. Referencing

     Referencing is a standardised method of acknowledging the sources of information and ideas that you have used in your assignments. All of the concepts, theories, opinions, direct quotations, facts and figures that you include in your work must be all referenced using a consistent style.
     Referencing is also called citing. It is a formal way to acknowledge the sources that was used for your assignment.
     While composing your work especially your research work, you need to include many researcher’s work and require to refer credible sources for information.
     Referencing is also an essential part of university writing and academic integrity. If you use other’s work data or ideas without referencing it is called plagiarism.
     Good referencing help you to:
· demonstrate your research and support your argument;
· credit the authors for their contribution and research impact;
· provide further resources for your readers;
· practice with academic integrity to avoid plagiarism.

How to reference
     To reference properly, you must follow the referencing styles required by your discipline or course coordinators and include all the elements of a reference required for each source.
     The citation management tools can help if you have a large number of references to manage or with a tight deadline.
     References should always be accurate allowing your readers to trace the sources of information you have used. The best way to make sure you reference accurately is to keep a record of all the sources you used when reading and researching for an assignment.
     Printed books are not the only sources to be referenced.
     All the information that you have used which is a secondary resource, i.e., not penned by yourself, need to be referenced and includes:
· books and journal articles;
· newspapers and magazines;
· pamphlets or brochures;
· films, documentaries, television programs or advertisements;
· websites or electronic resources;
· letters, emails, online discussion forums;



· personal interviews;
· lecturers or tutors (not always necessary but check your lecturer or tutor about their preferences);
· quotations – using someone else’s written or spoken word;
· paraphrased text – information, converted from someone else’s ideas into your own words;
· summaries – when you summarise someone else’s work or ideas;
· statistics- including other forms or data;
· images-pictures, graphs, multimedia, tables;
· visual-designs, plans and sketches.

     How to reference
     There are two types of citation that need to be used:
     In-text citations – used when directly quoting or paraphrasing a source.  They are located in the body of the work and contain a fragment of a full citation

     Reference list or bibliography
     Reference list or bibliography are located at the end of the work  and display full citations for sources used in the assignment. They are created to allow readers to locate original sources themselves. Each citation in a reference list includes various pieces of information including:
· Name of the author(s);
· Year published;
· Title;
· City published;
· Publisher;
· Pages used.

From October 2020 the the OU is starting to implement Cite Them Right
Harvard referencing guidance, which will eventually replace OU Harvard across most modules.
     Cite Them Right (CTR) is an online referencing guide, containing various referencing styles with guidance on how to use them.
     Referencing is important because:
· It is crucial to successful research;

· Helps the readers to find the original source if they wish;
· Improves your writing skills;
· Adds authenticity to your argument;
· Shows that you have read widely;
· Can help you get better marks.
     Referencing is necessary to avoid plagiarism, to verify quotations and to enable readers to follow-up and read more fully and cited author’s arguments.
     Referencing also demonstrates to your lecturer that you have read widely on a topic and considered a variety of arguments and sources of information.


























V. Conclusions

    Studying time management, reflection and referencing, I find it very important in getting the academic and employability skills.
     The measurement of time is important for an organization in reducing the stress, using it correctly offer them a competitive market advantage.
     Reflection is a suitable tool that allows us to get a deeper learning, self – discover. Reflection is giving us the opportunity to describe, examine and articulate the events or ideas presented.
     Referencing is important in writing the assignment. It allows you to recognize  the contribution of other writers and researchers in your work. Referencing facilitated the readers to read more cited author’s ideas, avoid plagiarism.
























VI. References

1. Aguinis, Herman, Bakker, Rene, M., Time is of the essence: Improving the conceptualization and measurement of time, Human resource management – review, 2021
2. Adams, G. A., & Jex, S.M. (1999), Relationships between time management, control, work – family, conflict and strain, Journal of occupational health psychology, 4, 72 – 74
3. Aguinis, H., Boid, B. K., Pierce, C. A., & Short, J., C. (2011). Walking new avenues in management research methods and theories: Bringing micro and macro domains. Journal of management, 37, 395 – 403
4. Brad Aeon, Herman Aguinis, It’s about time: new perspectives and insights on time management, Academy of management perspectives, 2017, vol. 31, no. 4, 309 – 330
5. Eon, Brad, Panaccio, Alexandra, Joelle, Time is how to manage it: A theory of time management, Academy of management annual meeting proceedings, 2017, vol. 2017, 1
6. Colin Neville, The complete guide to referencing and avoiding plagiarism, 2016, Mc Graw – Hill education
7. Jennifer A. Moon, Reflection in learning & professional development: theory & practice, 2004, Routledge Falmer
8. Liang, Liming; Zhong, Zhen, Rousseau, Ronald, Scientists’ referencing (mis) behavior revealed by the dissemination network of referencing errors, 2014, vol. 101, 1973 – 1986
9. https://www.open.ac.uk
10. https://www.medium.com
11. https://www. libguides.cdu.edu.au/cdureferencing


2

image1.jpeg




