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1. Introduction

After receiving the feedback for assignment 1 from my lecturer, I managed to change the introduction, the recommendations, and also to include my experience regarding blended and traditional learning. The feedback for my first task was good, the lecturer said that I made it in right lines. After the power point presentation in the class my lecturer and my colleagues said that I really manage to improve my team working skill.
After completing this assignment and after participated at this course, I manage to improve my time management skill, my team working skill and the planning and organisational skill. To evaluate my skills, I chouse the GIBBS Reflective Cycle (Description, feelings, analysis, conclusion and action plan)




2. Time management skill


Time management skill has immensely helped me to achieve my goals and targets faster and helped me prioritise my work. In addition to that it has helped me to manage a schedule on a daily basis to organise my tasks which has eventually reduced my stress and I have been able to tackle the difficulty more efficiently. It has also boosted up my confidence level and improved my career opportunities at the highest level. This provides a sense of confidence to manage the tasks and I have known my capabilities. Time management skills have also helped me in allocating specific tasks and assignments and finding a productive way to finish them efficiently which prevents procrastination along with frustrations. Connectivity is the most important tool of time management as connectivity enhances the online process of education that eventually saves time. 
Description
Time management skills basically refers to the appropriate utility of time for achieving successful and desired results that mostly helps in the enhancement of the future career of the student. The time management skills also help in the completion of the assigned tasks along with extraction of time and other activities that must improve my ability along with my education. Time management skill is a very crucial skill that basically helps in leading a productive lifestyle. Therefore, time management skills are very essential for the students pursuing their education in schools as well as in colleges. According to the illustration of Radovanovic (2018), this mostly reduces the creativity of the students along with overconsumption of time in the process. I started forming a daily schedule and tried hard to abide by each, every task of my schedule according to the priorities set by me. Due to the lack of the time management skill I failed to attend my lectures of my colleges which has affected my graduation results drastically.
Feelings
According to the perspective of Kebritchi, Lipschuetz and Santiague (2017), the nourishment of other co-curricular activities conducted helps in the future enhancement as well as provide ample scope for pursuing their profession. Time management skill is such an important skill with which most of the other skills are dependent. This is mostly because pursuing each, every skill mainly requires sufficient practice of it which can be done only by spending sufficient time on the practice of the skills. The time management skills basically help in retrieving enough time for pursuing my hobbies along with maintaining my education as the students. According to the opinion of Burgos-Vera et al. (2021), this also has greatly helped in the development and conduction of the learning process that is much more effective and convenient for the career and much more time-efficient. 
Analysis
In the busy schedule of work, the students hardly receive suitable time for entertainment which makes life boring and much more frustrating. The online process of my education saves sufficient time for me which has helped me greatly in balancing between their families as well as education. According to the explanation of Hailikari, Katajavuori and Asikainen (2021), the time management skill has also provided with suitable time for pursuing other hobbies. 

Conclusion
Honestly speaking I too have some issues with the management of time due to which I used to fail in submitting my work or assignments within the specified deadlines. The lack of time management has become a great obstacle for my career even in my colleges due to which I have to suffer significantly. Then after some time I gradually learn the time management skills along with prioritising my task which has been assigned for me each day due to stress as well as frustration has significantly increased on me. Therefore, stress management is also a very efficient skill for pursuing success in life by the student which also requires effective implementation of time management skills. The positive handling of stress is highly effective for self-encouragement of a student. 
Action Plan
The first step for enhancing the time management skills is prioritising, which mostly refers to identification of the importance of the task among the various other tasks assigned for the student within a short interval of time. The process of prioritising also comprises setting some desired amount of time according to the priority of the work that mostly helps in effective completion of the work. Goal setting is another most important skill that helps in the practice of the time management skills that helps in setting specific goals along with the limitations of time that can be implemented for the completion of the task. Determination of the appropriate goal for having effective completion within the desired time is also part of the time management skill. 
The stress management skill is also related to the time management skill as the existence of stress is basically due to work pressure which can be efficiently reduced by the efficient implication of suitable time management skill required for the completion of the task properly with the deadline. Therefore, the time management skill has a significant contribution on the nourishment of the stress management skill that is very efficient in maintaining a good reputation as well as effective efficiency in the workplace. 

3. Team working skill

Description
In my academic career team working skills have improved my productivity at the highest level and I have been able to perform the tasks collaboratively which improve their outcomes also. One of the most advantages that I have observed from teamwork is that it promotes innovation in the process of learning and enhances flexibility within the individuals. Team working skills itself comprises various other skills which help in the development of proper team working skills. The most important part of the screen is communication which is the basis of the development of the skill. 
Feeling
I too had faced a lot of challenges in cooperation with my teammates due to the diversity of perspective as well as ideas due to which the thinking style differed significantly. The challenges had been overcome by me with the help of productive knowledge about team working skills that are mostly required for working within the workplace in groups. I found the skill very essential in improving the productivity of workers as well as the formation of an effective working environment. 
Evaluation
In the process of developing my team working skills in the workplace, it has been observed that my creativity along with the other members of my team has greatly enhanced that leads to a productive outcome. According to the explanation of Page, Narel and Belgio (2020), the learning process of the team working skills can not only helps in the development of the creative skills but has also enhances the flexibility of ideas by the individuals. 
Analysis
The corporation, as well as collaboration within the working environment, is the most important skill of the process of learning the team of the team working skills. This cooperation and collaboration basically help in the development of trust as well as self-disclosure within the group members that promotes working in the workplace freely. 
The collaboration, as well as cooperation, also enhances the support of a member by another member of the team that basically enhances the working efficiency of the members. Along with the support that has developed in me by the practice of this team working skills the respect for the members has also enhanced within the group that eventually forms the environment suitable for working efficiently. According to the opinion of Dewi, Dwiatmadja and Suharti (2019), the leadership skill is an important part of the team working skills that mostly enhance the significance of the skill. The leadership skills that had enhanced the team working skill mostly consisted of efficient problem-solving skills as well as efficiency in the management of the operational process of an organization.
Conclusion
The team working skills are mostly based on the development of healthy relationships with the members of the team that  helped me in proper coordination with members. Therefore communication is the best way for the formation of healthy relations with the team members that also includes the working efficiency of the team. 
Action Plan
In this phase the working mostly differs even in the incidents of similar situations therefore the plans are mainly formed based situations as well as the trends. The importance of communication skills within the team working skills is mostly because of the capability of expressing new ideas and advanced perspective about a concept within the members of the team. Communication is the most important tool that promotes the enhancement of the team working skill that helps in the encouragement of the team members. The productive working environment that helps in the development of the team working skills significantly motivates the working process as well as the team members. Along with the improvisation of the productivity to the high-level outcome of the work is also improvised by the implementation of the still which eventually helps in the improved efficiency of the team members.

4. Planning and Organisation

Description
One of the most significant advantages of planning skills that has helped me to pursue my academic career more efficiently is that it reduces stress and helps to organise and prioritise the required tasks. It has also helped me with time management scheduling and resource allocation which has enhanced my confidence. According to the statement of Potnuru, Sahoo and Sharma (2019), Planning, as well as organization skills, are the most important skills which are required for conducting the operational process of an organization. There are various advantages of learning as well as the implementation of the planning skill that has significantly helped me in preceding my career. According to the illustration of Kofler et al. (2018), the planning, as well as organization skill, mostly helps in the production of what pressure as well as its related stress that basically emphasizes organizing the specified task. Working in an organization in the practical environment of the workplace is a basic and the first step of a graduate student for a successful career. 
Feeling
The most important and significant problem faced by a graduate in their profession is the difference between the operational process as well as the workflow of an organization. The planning and organizational skill is basically applicable the description phase of the Gibbs reflective cycle as requires proper explanation and elaboration of the surrounding. Ex Ordo is mainly a software for management of the operational process of an institution which is the most suitable tool for planning and organizing the assigned tasks.
Evaluation
Once in my professional field, I was assigned for the completion of a very important project which has a strict deadline. I thought the deadline was flexible as well as extendable but still due to my efficient planning and organizational skill I was able to complete the assignment on time. Later I had observed the deadline was very strict and it would have been a huge mess if the assignment was not completed in time. The learning process of the planning and organizational skill physically involved in proper scheduling of the task assigned for the individual along with maintaining the quality of the performance. 
Analysis
The process of learning and implementation of the planning as well as an organizational skill which basically emphasized on conducting the successful operational process. According to the perspective of Agranovich et al. (2019), the planning and organizational skills also help in prioritizing the assignments or tasks that are specified to the individuals. The planning and organisation skill has significantly helped me in the completion of my task within the deadline. 
Conclusion
The planning skill also helps in assigning an appropriate task for the appropriate person working for the organization. The organizational skill has greatly enhanced me in accepting the right decision which helps in the overall improvement of the organization. The skill most helps in understanding the value of time as well as the importance of the performance provided organization. In gaining efficient knowledge about the skill, I realize that planning and organizational skills are the most important ones which helps in maintaining a successful and healthy operational process of an organization. 
Action Plan
The planning skill basically emphasizes on efficient management of time that I require for prioritizing the list of tasks as well as completion of them within the specified deadline. According to the elaboration of Alhafiti et al. (2019), the arrangement as well as prioritizing the task are mostly included within the organizational skills which help in organizing the task easily completing it.

5. Personal development plan

	Skills
	Actions
	Timeframe

	Time management
	I schedule my tasks for entire day and the skill has helped me in allocating the tasks in specific time
	2 months

	Planning and organisation
	I prioritize the tasks and make a schedule to perform them systematically
	2.5 months

	Teamwork
	I Usually prefer group study where I can discuss my problems and share my opinions, and this helps me to improve my performance
	3 months



6. Conclusion

As a conclusion with the help of the GIBBS Reflective Cycle, I manage to evaluate my time management skill, my team working skill and the planning and organisational skill. After receiving the feedback from my lecturer for assignment 1, I realise that I really manage to improve my skills with the help of the courses we made in class.
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