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Design and develop a three-minute video presentation with the following parameters:
• Choose two (2) study skills that you feel are important for future employability and discuss 
· Time Management
· Reflection 
Video Notes
Time management 
Different strategies helped a lot of successful people get to where they are now. But they all share the ability to manage multiple high-level initiatives while ensuring that the majority of their time is spent on the activities that will lead to their success.
What is time management?
Time management is the process of deciding how to use your waking hours to increase productivity and reach your goals.
Poor time managers generate subpar work and are frequently more agitated since they are continuously under pressure.
Being able to recognise your most critical projects and allocating enough time each day to concentrate on them is a big aspect of efficient time management. When it comes to daily duties, people frequently react in an emotional way. These are quickly drawn to the loudest things since they are the ones, they notice without pausing to consider if they are urgent or significant. This is what motivates people to check social media and become engrossed in their newsfeeds every time they receive a notice on their phone.
Being able to set aside enough time to finish what you need to do and allocating the 24 hours you have each day to the appropriate activity are key components of time management. You can function at the fundamental level of success if you can efficiently coordinate your time and the tasks on your to-do list. 
Although it doesn't involve a lot of work, discipline is necessary for effective time management. You must adhere to the strategy once you've figured out how to coordinate the appropriate task with the appropriate time to maximise your performance.
To improve your time management skills, work on completing your goal each day with few interruptions. Utilize what has worked for you in the past to focus your attention and energy in the right areas. Keep to your daily plan and, if you're working in a group, be sure to communicate to people around you that you have a specific amount of time to complete the task at hand.


Why Time management is important?
1. Time Management Increases Your Productivity and Efficiency
Making intelligent use of your time will prevent you from racing through it, but lesser deadlines will still give you a sense of urgency to move forward. You will do amazing work with the assistance of this urgent motivation at a fair pace.
2. You Gain a Sense of Fulfilment
Your life will be more rewarding if you have good time management skills since you'll have more time to take advantage of chances you may have previously passed up. Rushing from one project to the next prevents you from having time for activities that you could find truly satisfying outside of work.
3. You Relieve Stress
Your ability to control your time can directly affect how stressed you are. You will be better able to maintain composure while working as you become more adept at meeting deadlines. You can feel more at ease when you can effectively manage your time.
Abraham Harold Maslow, a psychology professor from the United States, developed a different time management theory that is also very well-liked. He emphasises the significance of balancing time management with our other human needs and combining everything into a nourishing and healthy complex.

Reflecting 
The most crucial step in the learning process is reflection. Reflection is the purposeful, organised process of considering options. It is a crucial step towards advancing our work. 
Reflection is the process of analysing your own experiences to enhance how you operate or learn. It's a useful talent that can assist students and professionals in gaining knowledge, self-assurance, and experience.
4 benefits of utilising reflection as a skill
1. It can help to convert your experience into real insights about your values and objectives.
2. It can help to be critical of your past behaviour by understanding your ideas and actions at the time.
3. If something fails or goes wrong, it provides you a chance to reflect and figure out why.
4. You can use it to find solutions to problems comparable to the ones you are presently dealing with or those you anticipate arising in the future.
People can build new knowledge through reflection, apply it to new experiences, and think back on and benefit from their past experiences. In this sense, the concept of reflection and the educational process are very similar.
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Where do I want to be by the end of this period? What do I want to be doing?

	What do I want/need to learn?
(Specific & Relevant)
	What will I do to achieve this?
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	What resources or support will I need?
(Achievable)
	What will my success criteria be?
(Measurable)
	Target dates 
(Timebound)

	
Improve on my Time management skills






	To improve your time management skills, work on completing your goal each day with few interruptions. Utilize what has worked for you in the past to focus your attention and energy in the right areas. Keep to your daily plan and, if you're working in a group, be sure to communicate to people around you that you have a specific amount of time to complete the task at hand.

	Practise- set a deadline to complete tasks by.
Make daily plans/ to do lists
	I will measure this by setting deadline for little tasks each day to improve my time management skill.
	01.01.2023

	Improve on my Reflecting Skills



	Think back to past experiences to reflect on.
	Look at good and bad things to figure out why and what to do next.
	I will measure this by reflecting on something each day and over time my skills will improve. 
	01.01.2023



