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Description 
Time Management is a one of the important things for being successful in what we want to achieve and furthermore crucial for our daily life. Learning in the Digital era module in employability skills has taught us how to manage our time in order to be successful in completion of the course and for our life balance as well. we had a lesson about time management at the begging of the module which has really helped us to make our mindset around it so that we can all be able to be on time in submitting assignments, attend lessons on time and manage our daily life without any stress. During the time management lesson, we have learned about making plans, schedules, and a to-do list while we are also taught how we can respond to feelings and distractions that could potentially affect our plans and bring procrastination. Wigmore(2022), states that time management is a  Coordination of duties and pursuits that maximizes the impact of a person's efforts through time management. The main goal of time management is to help people do more effective work in a shorter amount of time. A person's time is limited; therefore organization, planning, and scheduling are essential to making the most of it while also taking into consideration the person's unique circumstances and pertinent traits.



[bookmark: _Toc121959764]Feelings
I enjoyed learning the lesson, I remember it was around the first weeks of the term and I felt like it was the first thing that I needed to learn before going onto the upcoming lesson as I had a negative experience about managing my time. During the lesson, I was at my friend’s house visiting him while taking the lesson however, I realized something when our lecturer teaches us about learning to say no, this is where my biggest issue raises, I hardly say no to people, I would rather to leave my things behind than their ones so that I use to always present myself for them. I felt guilty about myself, I even blamed myself after I went home saying why I am not being able to say no to my friends, family, and the people I know whilst having plenty of stuff to do for me, why I wasn’t prioritizing me as an individual person. Apart from that, the topic of creating a to-do list was a bit confusing for me as I had never written down my plans on a piece of paper due to the distractions around me which makes to doubt my potential to stick to the plans. I finally managed to make a peace within myself and began to plan to improve my time management skill.




[bookmark: _Toc121959765]Evaluation
It was really a time for me to plan and see my self-improvement in managing my own time. I’d considered a lot of things to include in, my plan but choose the one that I need to regularly prioritize which could benefit my personal development so I created a plan. My plan was to go to bed early in the night so that I can wake up early in the morning to do start doing my things. It was a bit struggling to make a decision on what I am going to my friends as I have been always around them however, I could be able to make a final decision to meet them on weekends only. Furthermore, I planned about working to work on assignments for at least 2 hours a day except for the days I have lessons so that I can achieve a satisfying academic score.  Apart from that, I made out a plan to restart workouts as I have a gym membership in my local area so that I could have a better physical appearance and healthy body. Following this, I made a rule to myself that I have to stick to the plan by saying no when there is a distraction that could leave me out of my way. I’d also considered my mental health on how I keep my mental state safe while I am focusing on my new plan as it matters the most.
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 I began to go as my plan, every day I woke up I was reading my plans, I quit going to my friend’s and gave It to myself instead, do during this time I was only putting myself and began to think about what I want to become in the future in terms of my career, maturity, finances, and personality as well which I wasn’t able to do while I was distracted by my surroundings. I also started looking for opportunities like training and volunteering activities to improve my CV while I was applying to get a new job. managed to wake up on time and spend most time on my assignments aiming for distinctions. Moreover, I could be able to see my friends according to my plan which surprised me as I thought it would be the hardest to spend the days without being around them. Furthermore, I managed to go to the gym on time and do my workout which helped my mental state and physical appearance. Besides the things I mentioned above, I struggled with something else after a couple of weeks of going as my plan. I was not able to say no to my friends. Rakshit (2020), says that In the midst of our attempts to blend in and win over our contemporaries, we worry that if we say "no," those very peers would reject us. The desire to avoid disagreements or confrontations contributes to the fear of saying no. People frequently worry about saying no because they don't want to let others down or offend their sentiments. It became very hard for me when my friends were calling me to see them which actually impacted my plan, I am not used to saying no in my entire life so it was a big obstacle.
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Time management plays a big role in our life, if we don’t know how to use our time wisely, we might lose numerous things that we could get just by managing our time. Balance is what I have learned through developing my time management skill. We can do whatever we like if we set a time for them. I personally could be able to be one of the testimonies about time management. I wasn’t away from visiting my friends, working out, or watching movies by managing my time but I set a time, a schedule for all of it alongside rules, and saw It working which made me proud and also astonished about the results. Moreover, I managed to see my friends every Saturday on the weekends, I worked on my university Assignments deeply by researching many topics to help me get the best marks, I even got back to my gym which I couldn’t do while I was giving my time only to the fun staffs that I use to do with my friends. When we routinely complete our chores, we always feel energized and fulfilled. It raises one's standard of living. We are all aware that success depends on our ability to arrange ourselves effectively. We cannot improve our quality of life without achievement since it is impossible to feel happy if our brains are continually confused. As a result, time management is crucial in many aspects of our life.
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I believe that I still must work on my self in order to fully develop my time management skills. My major during following the plan was saying no, I couldn’t say no to my friends whenever they asked me for help or to meet up so this time I will make another plan to tackle this issue. I will start being open to my friends rather than giving them reasons which I hope clarifies to them what I am trying to do to work on myself. I am also going to need motivation for myself as we all have to be motivated to keep going in what we have for a better tomorrow. I will get my source of motivation from YouTube videos and from people who way more experience in life so that their advice and experience could be a motivation towards my life. Given Raza(2022), A successful and happy existence has long been thought to require motivation as one of its essential components. Without motivation, success is extremely tough to attain, and gratitude is as challenging. Without concentrating on the within, happiness and prosperity are never achievable. Everyone in this world is here to serve a reason, and in order to accomplish that mission, we all need the inspiration to work hard and make our ambitions come true.
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