



Table of Contents
Introduction	2
Main Findings	3
Description	3
Feelings	3
Evaluation	4
Analysis	5
Conclusion	6
Action Plan	6
Conclusion	7
REFERENCES	8










[bookmark: _Toc128610572]Introduction 
There is no situation that is more stressful than being forced to rush through an important task because you are running out of time. You might find yourself wishing you had better time management skills after an outcome that was less than satisfactory. The skill with which you can organize and prioritize your time will directly impact both your effectiveness as a person and as an employee. Effective time management allows you to accomplish more, decreases procrastination, and boosts output. Managing your time well allows you, to focus on the most important tasks at hand, which leads to more efficient work and speedier results.
I decided to stop wasting time during the past term so that I could spend more time with my loved ones and devote my energy to free exploration instead. On the other hand, I chose to take some classes to learn more effective methods of time management.
In this report, I will use Gibbs' Thoughtful Cycle to think about how I've improved my time management as a student and how I can continue to do so as a full-time employee.
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[bookmark: _Toc128610574]Description 
During my final semester, I averaged only 10 to 12 hours of learning time per week. While my parents and sister slept, one of my morning rituals consisted of driving my vehicle outside. My daily routine as well as the direction I wanted my career to take were both put into question as a result of an unexpected event in my family. In the beginning, it is very difficult because I have to begin working part-time, and as a result, I won't have enough time to devote to my studies. I made the decision to participate in the session at this hour so that I could more effectively manage my time and concentrate. 
When I was out and about one day, I ran into another person who had been working on furthering the subject for a number of years. He told me that I wouldn't be able to get a job until I graduated from high school, so he advised me to put my schoolwork first so that I could get my degree, get excellent grades, and then get a job. At the very least, a bachelor's degree is required in order to work a job that can be considered respectable in Romania. The following morning, I got up and drove back to my house, where I immediately sat down and created a schedule for everything that I needed to get done. Make plans to get together at a time that is convenient for you. I've started organizing my days so that I have roughly five to six hours for schoolwork, thirty to four hours for my parents, and whatever time is left over for searching for work online.
[bookmark: _Toc128610575]Feelings
In the workplace and in usual life, change is the only thing we can count on. On occasion, we can influence the outcome, but usually, this is not the case. Oftentimes, it is not for the best when our responsibilities or job titles shift. Adjusting to the new organizational structure and refocused goals of our companies is essential. The notion that we can "work through" our anger, fear, and frustration by talking about them a lot is a common misconception about how to deal with unwelcome change. Not all cases are like this. Studies have shown that intentionally expressing negative feelings hinders the body's ability to adapt. That doesn't mean you should just "suck it up" or disregard your problems. Don't keep your emotions bottled up; instead, acknowledge them as they arise at the start of a disorienting shift so that you can prepare for the ways in which they may affect your thinking and relationships. Then, get some guidance on what to do next that is based on reality. Doing so will help you focus on issues you can address rather than getting down about those you can't.
I was once again filled with excitement, but this time with anxiety. One of my flaws, as revealed by my SWOT analysis, is that I take on too much work without giving enough thought to the stress I'll be putting on myself. While I generally welcome the shift, I find it challenging to start from square one again. Of course, I expect a lag period before I begin receiving a larger share of the workload. This is why I came to the session: to make sure I have a plan for the future and the opportunity to get some advice.
[bookmark: _Toc128610576]Evaluation 
Results can be checked to see how well time-limiting is working for you. Two weeks after implementing time limits, you should have a good idea of what needs tweaking. Monitoring outcomes on a regular basis is the most effective method for keeping eyeyen them. Review your progress toward your long-term objectives on a regular basis, and do a weekly review that centers on the previous week.
Both classes' due dates were met, and I didn't have to sacrifice quality. Managing both classes, in addition to job and family obligations, has made me painfully aware of how skilled a procrastinator I am. I also began keeping a diary and making more detailed plans for each day. Fortunately, I have the backing of my professors at the university, who are eager to see me succeed academically and who have expressed enthusiasm for my recent changes.
[bookmark: _Toc128610577]Analysis 
It's not uncommon for one's planned, perceived, and real-time usage to diverge. The differences between these three can be easily seen through time tracking. Spend a week or two keeping a detailed log of your daily activities to discover the true drains on your time. Write down brief notes about your day's activities on a page with a line for every 15 minutes. You may think it will be difficult, but the insights you receive will be crucial for better time management, so don't put it off because it sounds tedious. The pressure mounted as the due date for my tasks drew near, and I realized I hadn't prepared adequately.
 Now that I prepare each week in advance, I complete all of my assignments on the second day of the week whenever possible. Fortunately, I am able to perform well under pressure, but I had to remember that delays could be caused by unforeseen circumstances. One of my strengths is the adaptability I've been able to develop. Now that I have a greater grasp of the situation, I can make more informed decisions. As I've learned from my past few projects, it's best to get your job done by the beginning of the week, or no later than the fourth day of the week. The more I think about it, the more I understand that putting off work until the last minute is just stupid.
Realizing there is a wealth of writing on the topic of delay was another helpful insight. It was refreshing to learn that procrastinators are not automatically labeled as indolent or having poor time management skills, but rather that their delay tactics serve as a form of self-protection against perceived failure or judgment. I made a list of the strategies I discovered to be effective in avoiding procrastination, and I make an effort to use them regularly (Elias 1992).
[bookmark: _Toc128610578]Conclusion 
Effective time management requires a proactive approach and goes hand in hand with the ability to set priorities. You will waste time and effort if you can't set priorities. As well as putting you and your coworkers under unnecessary strain, this could put your patients in danger. Applying the steps of the medical process mentioned in the essay Analyze, Prioritize, Intervene, and Assess can be a useful approach to organizing one's time and efforts. Essay about the use of the Gibbs cycle in professional practice.
The importance of self-reflection in determining what is effective and where one can make improvements in one's learning processes is the single most important thing that one should take away from this. In order to avoid adding additional tension to my life as a result of procrastination, I need to make it a point to be on the lookout for new ways to boost my productivity at all times.
[bookmark: _Toc128610579]Action Plan
When I take more than one job at a time, I always find a way to apply what I've learned from one to the other. Like what I learned during the study I can apply that knowledge in the job.  For instance, if I take math and business statistics, I can use what I've learned in one to better understand the latter. As a result, if I do poorly in one class, I will also face failure in the workplace too. Using the SMART methodology, I will establish attainable goals for each lesson. To prevent the looming workload, I will prioritize tasks early on and make better use of my time.
To get a head start on my upcoming assignments, I plan to begin my study as soon as I am given their topics. I intend to maintain communication with the other students in my class because I've learned that we can be great resources to one another.
[bookmark: _Toc128610580]Conclusion
It has been difficult for me to start two completely different things at the same time, specifically because I want to achieve excellent results in both of them. I am currently working full-time and taking care of my family while also dedicating as much of my time and energy as I possibly can to both of these responsibilities. I have come to the conclusion that it is feasible, despite the fact that there were times when I questioned whether or not it was a ridiculous idea. In addition, I can't wait to see the results of all of my hard work.
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