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REFLECTIVE REPORT 

INTRODUCTION:
In this report, I will be reflecting and exploring on my performance in task 1 video in my academic and employability skills module. I will be using the Gibbs reflective cycle (1998) to reflect on the individual video. It includes six stages feelings, description, evaluation, analysis, conclusion and action plan.

DESCRIPTION:
The task involved preparing a 5-minute video analysing my employability skills in relation to adult nursing. I discussed three essential skills communication, problem solving and decision making. I reflected on two personal weaknesses which was communication and problem solving. I also explained specific strategies that i will use to improve on my weaknesses.

FEELINGS:
At first, i felt nervous about presenting on video because i was worried i might not explain my points clearly. I also felt slightly anxious about speaking about my weaknesses. However, as i researched the skills required in adult nursing, i became more confident and understood what was expected. By the time i recorded the video, i felt more prepared, although still slightly nervous. 

EVALUATION
One positive aspect of the video was that I clearly explained the three key skills and why they are important. I also feel like I chose realistic weaknesses and improvement strategies. However, I think my verbal delivery could have been more fluent and at times I hesitated when explaining my weaknesses. I also feel that my example could have been more detailed. 

ANALYSIS 
Research shows that communication is essential for patient safety and teamwork in nursing. When reflecting on my video, I realised that my communication skills affected how confidently I presented the information. This aligns with studies suggestions that clear communication improves confidence in learning. 
Problem-solving is also a critical skill in nursing especially during clinical decision making. My difficulty in explaining examples in the video suggests that I need to practice analysing situations more effectively. This highlights problem solving improves with experience, reflection and use of structured tools. This reflection helps me understand that the strategies I discussed in the video such as using Eisenhower matrix and engaging in reflective practice which are evidence based and appropriate.

CONCLUSION
In conclusion, reflecting on the video showed me that i have a good understanding of the skills required in adult nursing, but I need to improve my confidence, clarity and depth when discussing my weaknesses. I also recognised the importance of preparation and reflection when developing employability skills. 

ACTION PLAN
To improve further I will practice structured communication using SBAR, continue using reflection after skill sessions and placements, develop problem solving through case studies and stimulation and seek feedback from tutors and pears.

 
WRITTEN REPORT


INTRODUCTION
Time management is the process of organising and planning how to divide time between tasks to work more efficiently. Within the healthcare environment, time management time managementis a essential skill because nurses, careers and other professionals must balance a wide range of responsibilities under strict time pressure. Managing time in a healthcare environment ensures patient care is delivered safely, deadlines are met and nursing staff can carry out duties without unnecessary stress. This report will define how time management is important for employment within the healthcare sector and it will outline the main types of time management and describe 2 tools to develop this skill.

DEFINITION OF TIME MANAGEMENT
Time management can be defined as an ability to plan and control how much time is spent on spending activities to work effectively and productively. It includes prioritising tasks, setting goals, managing interruptions and using time saving statergies. In professional practice time management allows workers to complete essential tasks on time and maintain high-quality standards. In a healthcare setting, it also contributes to patient safety, as many tasks are time sensitive, such as responding to changes in a patient's condition and administering medications.

IMPORTANCE IN HEALTHCARE EMPLOYMENT 
Time management is highly valued by health professionals because it directly affects the quality of care provided to patients. Nurses and carers often work in fast paced environments where multiple tasks need to be complete at once. Without effective time management, important dutien may be delayed or forgotten, which can increase the rick of errors. Good time management also reduces stress, improves staff wellbeing and supports teamwork. Organised workers are more reliable and can communicate better with colleagues. Empolyers expect healthcare workers to manage their time responsibly because it ensures care is carried out smoothly, safely and consistently.

Time management in care roles
Nurses are resposible for a wide range of clinical tasks, such as administering medication, taking observation, documenting patient notes and monitoring deteriorating conditions. They must prioritise duties baised on urgency for example responding to patients who are unwell and taking priority over routine documentation. Effective time management helps nurses complete their caseload, avoid rushing, and maintain high level of accuracy.
Nurses staff also organise daily routines, coordinate personal care, support emotional needs and communicate with families and other nursing professionals. Their ability to manage time ensures each resident receives personalised care, meals and medication are given on time and any unexpected issues are handled on time.

TYPES OF MANAGMENT
Prioritisation involves identifying which tasks are most urgent and important. In healthcare, urgent tasks often include responding to alarms, attending to deteriorating patients and administering time critical medication. Less urgent tasks such as paperwork, can be scheduled later. Prioritisation ensures that essential duties are complete first.
Organisation and planning include preparing equiptment in advance, planning shift routines and scheduling time for documentation. Well organised workers waste time searching for resources and can complete tasks more quickly.
Managing interuptions in a healthcare enviroment involves frequent interuptions. Time management requires workers to judge which interuptions must be addressed and which should be politely postponed.

TOOLS AND TECHNIQUES TO IMPROVE TIME MANAGEMENT 
The Eisenhower matrix divides tasks into four catagories, urgent and important, important but not urgent, urgent but not important, and neither urgent nor important. This tool helps health professionals decide what to do immediately, what to scheduel and what can be set aside.
Smart goal is another technique that helps staff focus on clear objectives for example a worker may set a task for completing all documentation within 20 minutes after each activity. smart goal breaks lage tasks into manageable steps to support continuous improvement.

CONCLUSION
In conclusion time management is a important employability skill in healthcare. It enables staff to balance multiple responsibilities, prioritise urgent tasks and provide safe, efficient and high-quality care. Tools such as Eisenhower matrix and smart goals support the development of this skill. Which helps workers stay organised and confident in their roles. Therefore, strong time management is essential for anyone who is workig in a healthcare environment.
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