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[bookmark: _Toc130484470]In individual reflective report I will describe my experiences as a full-time employee and student. Working full time and studying at the same time might be difficult. It needs efficient time management and the capacity to prioritize multiple priorities. I will utilise Gibbs' Reflective Cycle to examine my experiences with work and university in this reflection. I want to learn more about what went well and what could have been done differently during this process in order to create an action plan for managing these responsibilities more efficiently in the future.
Through the six stages of the cycle - description, feelings, evaluation, analysis, conclusion, and action plan Gibbs’ Reflective Cycle (MindTools, 2022)- I will reflect on the experience and develop strategies for managing time more effectively in the future.






 Description
As a full-time student who also works as a manager in a restaurant, I kept putting it off and found myself doing other things instead of working on the assessment. As the deadline approached, I realized that I had very little time left to complete the assessments.  I am a full-time student who also works as a manager in a restaurant where I need to prepare for some important visits, so I was present at both the university and the restaurant during this time. 
At the university, I attended lectures and studied for my assessments while at the store, I fulfilled my challenging work obligations. The outcome of the situation was that I was able to submit my assessments on time but felt very stressed and overwhelmed trying to balance both responsibilities. I was there because I could not quit my job in order to support myself while also pursuing my education, wanting to do well on my exams and also fulfill my work obligations.
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Feelings

Trying to balance studying for assignments and working extra hours at a restaurant put me under stress. I was worried that the extra time I had to spend at work would prevent me from writing my assignments well. I felt guilty as well for not being able to give more time to studying, which brought me to a state of frustration, even though I knew I was not managing my time well.
“Procrastination is the foundation of all disasters.” (Luckoo, 2023)
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Evaluation
The way I managed my time could have been better. Because I spent a lot of time worrying and feeling stressed instead of studying or resting, I might have been unable to focus and perform at my best. The situation had some positive aspects, too. Even with the challenges, I got my work done and even got praise from my business manager. This shows that I performed well in my role as a manager, even under difficult circumstances.
The experience taught me how to manage my time effectively when balancing multiple tasks. While there were certainly challenges and areas for improvement, there were also positive outcomes and achievements that I can be proud of.
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Analysis
After carefully analyzing the situation, I realized that my stress and anxiety were mainly caused by my ineffective time management. Instead of putting off the assessment until the last minute, I could have prepared a detailed plan to allocate specific times for studying and working. This would have allowed me to manage my time more effectively and avoid feeling overwhelmed. This would have helped me recharge and maintain a better balance between my responsibilities as a student and a manager.
Furthermore, I could have also considered seeking support from a tutor or mentor if I found myself struggling to manage my time effectively. They could have provided guidance and advice on how to balance my responsibilities and achieve my goals. By reflecting on these factors and considering different approaches, I can better understand what led to the situation and develop strategies for preventing similar situations from happening in the future.
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Conclusion
From this experience, I learned the importance of effective time management when balancing multiple responsibilities. I realized that putting off important tasks until the last minute can lead to increased stress and anxiety. In the future, I need to make sure to plan ahead and allocate my time effectively. This could include setting specific goals and deadlines for completing tasks, breaking large projects into smaller manageable steps, and avoiding distractions and procrastination. By implementing these strategies, I can manage my time more effectively, reduce stress, and achieve a better balance between my responsibilities as a student and a full-time employee.














[bookmark: _Toc130484475]Action Plan

To prevent similar situations from happening in the future, I will create a weekly schedule that includes specific times for studying, working, and resting. I will use the ABC Method (Badgujar, 2022) to prioritize my tasks based on their importance and urgency. I will also set achievable goals for each week using the SMART criteria, ensuring that my goals are Specific, Measurable, Attainable, Relevant, and Time-bound (Mind Tools Content Team, 2022). This will help me follow up my progress and ensure that I am staying on track. Additionally, I will prioritize my tasks and focus on completing the most important ones first. If I find myself struggling to manage my time effectively, I will seek support from a tutor or mentor who can provide guidance and advice. By applying these strategies, I can better balance my responsibilities as a student and a manager and achieve greater success in both areas.

















Link to video	
https://www.canva.com/design/DAFehe4B8nE/fvVveYjQUxecVy5fwEf_pA/view?utm_content=DAFehe4B8nE&utm_campaign=designshare&utm_medium=link&utm_source=recording_view
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