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Description automatically generated]Activity 1 – 
Using the Gibbs Reflective Cycle

Use the cycle to reflective on how this module helped you develop any of the academic skills we have examined in the previous weeks.  
(The boxes will expand as you type)

	Description
(What happened?)
	Time Management I realized that time management is essential for balancing study, work, and family life. 



	Feelings
(What were you thinking and feeling at the time?)
	At the time, time management was completely out of reach because my personal life was so chaotic and had to adjust to new work hours, which left me feeling overwhelmed. I was could not study as planned and felt that I was not spending enough time with my family, learning, or for myself. I was also exhausted from lack of sleep and a sense of inadequacy for not completing task on time. Initially, I thought that I was failing in all areas of life. However, after starting to use the time management plan from this module, I felt more confident and in control. This approach gave me a better balance to my commitments.
Using the Eisenhower Matrix enabled me to identify what tasks were urgent and important, while the SMART method helped me set realistic and achievable goals, boosting my confidence further. By combining these strategies with structured reading techniques, note-taking, and academic writing skills, I experienced less stress and improved concentration. I also felt more motivated to complete tasks efficiently while maintaining a healthy balance in my personal life.

	Evaluation
(What was good and bad about the experience?) 
	I had bad experience with time management about implementing this plan in my life because the theory and practice are different things. Also, the stress with lack of time for everything. I was perfectionism person which impacted my tasks being on time which in turn increased my stress levels. At first, trying to find time for reading, taking notes, referencing, paraphrasing, and organizing essays felt very difficult, and sometimes I felt that I was not making progress as quickly as I wanted.
 
The good experience was that I learned about the tools such as Eisenhower matrix and SMART method.  It helped me to do what is urgent and what I can eliminate. Also, the notetaking skills helped me to better memorize my task. Alongside skimming and scanning techniques improved my ability to process large amounts of information quickly, leaving more time for critical thinking and writing. 
Using the CRAAP test ensured that I focused only on credible sources, which minimized time spent on irrelevant or unreliable materials. Incorporating PEEL paragraphs. Additionally, paraphrasing strengthened my understanding and retention of information, while accurate referencing maintained academic integrity throughout my work.


	Analysis
(What sense can you make out of the situation?) 
	From this experience, I learned that time management is not only about planning tasks, but also about setting limits and keeping a balance in life. I noticed that without a clear plan, stress and tiredness can easily take over, making it hard to focus and learn well. This showed me that it is important to be both flexible and disciplined when organizing my time. By using what I learned in the module, I was able to look at my daily habits, find activities that wasted my time, and replace them with more useful routines. I also found out that doing small, regular actions, like studying for 30 minutes every day, works much better than leaving everything to the last minute.

I asked my family to help with household tasks, which gave me more time to study and reduced my stress. I realized that good time management is not only about making a schedule, but also about creating conditions that help me work well and stay healthy.


	Conclusion
(What else could you have done? Or what could you have improved?) 
	I could have started planning earlier and reached out to tutors for help or advice when I felt overwhelmed. I also want to avoid procrastination. Additionally, I could have talked to my family about adjusting my schedule in a way that would better support my studies. My family could have been more supportive of household chores. Overall, I've learned that being realistic about what I want to achieve, within my limitations, is key to effective time management. Here, I used the SMART method. I could schedule tasks using electronic tools, using a calendar. I have a plan to implement sleep schedules.

Looking back, I realize I could have started planning earlier, which would have given me more time for the harder tasks. I could also have asked tutors or classmates for help when I felt stressed. Talking more clearly with my family about my study schedule could have helped me have longer, uninterrupted study times. I could also have used digital tools like calendar apps or task trackers to better manage deadlines and reminders.

I also understood that avoiding procrastination is very important because putting things off makes work more stressful and can lower its quality. Being realistic about what I can do and knowing my limits helps me set goals that I can actually reach while keeping balance in life. Combining time management with other academic skills makes reading, researching, writing, and thinking more efficient and effective.


	Action Plan
(If you did another presentation, what would you do differently? What skills do you need to develop?) 
	In the future, I will start planning my time well in advance and setting clear goals for each week. I will continue to use a detailed schedule and review it regularly to ensure it fits my changing circumstances. I also want to develop better stress management and self-care habits, such as taking short breaks and ensuring I get enough rest to stay focused and motivated. Rest is crucial for me; without it, I can't think clearly. Finally, I will continue to improve my organizational and prioritization skills, as they will support both my academic progress and my personal life balance.

I will plan my weekly schedule in advance, setting aside specific time for studying, work, and personal life. I will create SMART goals each week and check them regularly to see my progress. I will use the Eisenhower Matrix to prioritize tasks and spend less time on unimportant activities.

I will continue using academic skills on a regular basis, including the CRAAP test to check sources, skimming and scanning for faster reading, structured note-taking, referencing, paraphrasing, and using PEEL and signposting in essays.

I also want to improve my stress management and self-care by taking short breaks, keeping a regular sleep schedule, and exercising, so I can stay focused and motivated. I will use digital tools like calendar apps, reminders, and task managers to organize tasks and avoid missing deadlines.

I will review my daily habits often to find activities that waste time and replace them with more productive routines. By combining good time management with these academic skills, I can work more efficiently, reduce stress, and keep a balance between studying, working, and personal life. This approach will help me learn better and stay motivated throughout my studies.     
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