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PART B
[bookmark: _Toc225427455][bookmark: _Toc225887780]ACADEMC REPORT 
This section presents a report on the topic ‘Time Management as a Skill in Health and Social Care.’
[bookmark: _Toc225427456][bookmark: _Toc225887781]Introduction
Time management is one of the most important skills of a care professional in health and social care settings. Because the nature of the work carried out by care workers can be demanding, time management is non-negotiable. In a very simple form, Peter Drucker defined time management as the practice of allocating time to activities that generate the most value while discarding those that do not (Drucker, 1966). Proper time management will ensure that care and social workers alike deliver valuable tasks, such as attending to clients or administering medication, without delays caused by personal activities that can be postponed. It helps to prioritise activities and reduce stress. This report highlights the importance of time management for social workers in health and social care. 

[bookmark: _Toc225427457][bookmark: _Toc225887782]Types of Time Management
In health care settings, Wheeler and Grice (2000) observe that time management can be broadly reactive or proactive. Reactive time management often involves reaction to activities as they arise. An example is a care worker who has to stop her routine and respond to a patient's fall or to an emergency assigned by the ward supervisor. This type of time management is generally unplanned and can lead to stress (Kossek et al., 2020). Proactive time management, on the other hand, is more planned and structured (Aladi & Jabbar, 2021). For instance, a care worker follows planned activities for the day on the ward. Although emergency situations, such as falls, may call for reactive approaches, having a planned day or activities helps reduce stress when they occur. 

[bookmark: _Toc225427458][bookmark: _Toc225887783]Importance of Time Management in Health and Social Care Settings. 
By large effective time management of immense benefit to professionals in health and social care. Among these is that time management when done properly allows care professional to deliver safe and timely care to patients and clients. Through effective time management practices such as organising and prioritising tasks, which are proactive in nature, avoidable errors are reduced, and the overall patient outcome is improved (Yen et al., 2018). For example, a care worker on a ward could reduce avoidable errors such as omission of medication or delayed observation of a patient. In a residential home, a care worker could benefit from time management by organising and prioritising residents according to their needs to provide person-centred care.   Also, heavy workloads flow seamlessly reducing stress and burnout on the care professionals (Kossek et al., 2020). 
[bookmark: _Toc225427459][bookmark: _Toc225887784]Time Management Techniques in Health and Social Care. 
A common time management technique often used in health and social care is task prioritisation (Bahadori et al., 2015), where care workers give attention to clients with the most pressing care needs above others. While this does not mean ignoring others, it helps to deliver timely and safe care. The Eisenhower matrix, also known as the Urgent-Important matrix, is widely used to achieve this (Higgins et al., 2023). The matrix places activities in four quadrants, ordered by importance and the actions to take. The most important tasks are executed immediately, other less important tasks are scheduled or delegated, and the  non-important tasks are eliminated. A care worker using this matrix is able to tell which task to prioritise when on duty. 
[bookmark: _Toc225427460][bookmark: _Toc225887785]Conclusion
Undoubtedly, time management in health and social care is a necessity that professionals ought to be aware of and make a conscious effort to practice, thereby improving overall care outcomes and reducing stress. The Eisenhower matrix offers a practical approach for care professionals to manage their time. 

[bookmark: _Toc225887786]PART C
From the class activity ‘Taking on the Challenge’, a core lesson is to build courage, adapt attitude, and push towards a desired goal. First, it puts you in charge of what to learn and what to discard, which has its own advantages, like the benefit of choice and time. Taking charge of what to learn is like an opportunity to mold your development to reflect who you are and what you want. Additionally, you learn to adapt to certain skills and attributes that will see you through the path you are taking. Nonetheless, this has its downsides as it is not always a smooth journey. For instance, adapting means sacrificing some attributes for new ones in order to see through the journey. There are times when the chosen path, new learning, becomes difficult, and you do not have the motivation to continue. The learning does not seem to deliver what you hope for. It takes courage to pause, rethink your approach, and keep going. You imagine new methods and begin to trust yourself again. The sacrifices that you have made and the attitudes that you have adopted begin to sharpen your will to continue. 
Indeed, being in control of your own learning empowers you to forge on in your own way. Not because it is easy to accomplish, but because you learn in your own way, and you have your own time to do what you want to do. To eventually reach what you hope for, it requires commitment, time management, and discipline. In the end, you grow not just as any learner but as a learner ready to take on whatever comes. This is the power of taking on the Challenge. 


Template
Complete the template below (use the prompts in the Task 2 information document to help) 
· Take your time, there is no limit – you have until Friday of Week 9 to submit 
· Use any notes you have already made to help  
· The boxes will expand when you type 
	Section  
	Your response (Use your own words!)  

	1.  Research  
	I researched on the career path of social worker and their roles. I started the research from the webpage of the British Association of Social Workers (BASW) where I gathered significant information about a social worker and what they do. Next to identify what employers look out for to hire I social worker, I explored some social worker job advertisements on hiring planforms, in order to identify what skills i need to build to get into a social worker role.  

	2.  Presenting  
	I organised my slides in an orderly format to make my presentation flow. I found myself a bit nervous at the start or the presentation but picked up later. I did not keep eye contact with the audience making the presentation look like a straightforward lecture.    

	3.  Challenges you faced with your presentation 
	I found myself limited by time because I had too much to say and very little time to deliver. My nervous obstructed my flow and I found myself fumbling to explain some points. Ultimately, I had to read some sections from the slide. 

	4.  Actions to improve  
	To improve practice a mock timed mocked presentation. This will help me to organise my key points within the allocate time and present seamlessly. I will do this with my peers in order to get feedback. 

	5.  Further steps needed to Prepare for Task 3 
	Going forward, I will build on my previous experience and make a conscious effort at practicing my presentations to boost my confidence. I will adapt my presentation styles so I flow rather the slides to my audience. 
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