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What
This report is about time management, this topic was discussed in great details in class on 16/10/21, I will be writing this report in the Borton’s reflective writing model, (Borton's Model of Reflection, 2021)

So What
Time management refers to the efficiency of a person to accomplish the given task within the given time frame (Cottrell, 2013). For the success of individuals in both academic and professional life, it is necessary to have proper time management skills. 
The two following methods were discussed in great details the class, I now do believe that both methods are interesting and will be looking to adapt these methods in my work and personal life as much as possible.
[image: Amazon.com: Pareto&#39;s Principle: Expand your business with the 80/20 rule  (Management &amp; Marketing Book 15) eBook : 50MINUTES, Van Steenkiste,  Isabelle: Kindle Store]
Figure 1: Pareto's Principle
For successful establishment of time management strategy in the workplace, Pareto Principle can be established, which is also known as the 80/20 Rule. According to this principle, 80% of the consequences of the work come from 20% causes, which indicates the efficiency of work from where the appropriate or expected result can be found (Fowler, 2012). Therefore, proper utilisation of time and proper management of time is significant. Nevertheless, to do so, it is also necessary to know the importance of work to manage the time successfully according to their preferences. In this regard, The Eisenhower Method / Matrix can be very helpful for individuals. 
[image: The Eisenhower Matrix: Prioritize Your Time on What Matters Most - Knock  Down Silos by Slab]
Figure 2: Eisenhower Method / Matrix
According to The Eisenhower Method / Matrix, individuals may have four different types of work in hand according to their importance. For example, an individual may have work in hand that is not urgent and unnecessary. In this situation, avoiding the task will help individuals reduce work or reduce the causes (Walsh, 2008). Some works have urgency without importance. Here, individuals should not spend time on this kind of work. Instead, they can delegate this kind of work to others. By doing so, the success ratio of the individual will increase because it will reduce the causes or number of works (Le Blanc, 2008). There will be some works that are not Urgent but important to complete within the given time frame in future. For this kind of work, it is necessary to find the appropriate schedule to complete the work with appropriate efficiency and expertise (Forsyth, 2013). Here, the value addition of the individuals will be very much dependent on this kind of work. So, time management will start from this area where individuals need to focus on finding out the essential work and the least essential work for scheduling. There will always be some work with urgency and importance of work (Forsyth, 2013). Here, it is the responsibility of the individuals to make this work done at the first stage. Here, the success ratio of the individuals will be very much dependent on this kind of work.
Moreover, the individuals need to find out appropriate and adequate time to complete this work urgently. It is also true that the consequence and causes balance are very much dependent on this particular work and its completion efficiency (Forsyth, 2013). 

What now
Now that I learned how use time management tool, i will need to manage my time for my daily life, regardless whether I am working or studying. When I am working, I will arrange my tasks in appropriate categories, for example, the urgent work will be at the top of my to do list, followed important and so on.  This will help me to improve my efficiency level to complete all my tasks with appropriate standards and can succeed in academic and professional life.
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What
This report is about Cover Letter, this topic was discussed in great details in class on 04/12/21, I will be writing this report in the Borton’s reflective writing model, (Borton's Model of Reflection, 2021)

So, What
Generally, a covering letter can be defined as a letter sent with the goods with the descriptions of all the contents of a parcel (Yate, 2004). In most cases, people send a cover letter with a brief description of their work-life to make potential employers aware of their capability and efficiency to get the job they are applying (Yate, 2004). So, this is one of the most crucial elements of successful job application for the individuals to distinguish themselves from others to the employers. 
There are many benefits that a cover letter can easily give to me when I am applying for a job in different posts. For instance, it helps the employers get attracted towards my profile because it will help the employers get the summary of my job experiences or work profile quite efficiently (RICHARD, 2004). With the help of the job application, my approach, attitude, capability of writing, and communication skills can be quickly evaluated, which will help the employers judge my profile quite quickly (Enelow, & Kursmark, 2004). It will also help me to impress the employers by creating an excellent review of my experiences and the capability. So, it will be a massive point of attraction for employers while searching for quality employees for different posts (Enelow & Kursmark, 2004). This letter will also help the employers to find out my strengths and capabilities, which will increase the organisation's value in accomplishing different kinds of work related to the efficiency. Therefore, my contribution towards the organisation after getting a chance to work for the organisation will be evaluated with the help of this particular letter. 
There can be problems sometimes and it can be difficult for the employees to find quality jobs due to this particular cover letter ((bowles, 2021)). For instance, If I do not create a proper and effective cover letter in different job circular, then it can create a wrong impression of me to the employers which will make very difficult for me to get through to the interview stage. In addition to this, lack of efficiency in writing a cover letters will create trouble for the employers to find out the efficiency of the employees in terms of adding value for the organisation, resulting in wasting time for both parties. However, I will feel positive and confident if create an efficient cover letter, but it can be a challenging and time-consuming task for me to create a new cover letter for each new job I apply for.  It will take time for me to find out the appropriate ways express myself in different job positions for different employers in my cover letter.

What now
I would need to create cover letters carefully and cautiously and with the knowledge that I have learned from my class. I do understand that it will be difficult challenging for me to create a very good cover letter for each and every jobs, but if i can succeed in creating an effective cover letter for my prospective employers and I think I will have a better chance of success in this highly competitive job market.
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What
In this report I am going to write about Curriculum Vitae, this topic was discussed in our class on 04/12/21, I am going to write this report in the Borton’s reflective writing model, (Borton's Model of Reflection, 2021)

So What
A Curriculum vitae or CV summarises a person's career, qualification, experiences, and personal information. The employer can get a complete overview of the profile of the individuals to get the most eligible candidates for specific vacant positions (Weber, 2012). In terms of getting extracted by the employers, an establishment for proper CV preparation will benefit the individuals. However, sometimes due to lack of efficiency in CV can create trouble for the potential employees and employers in terms of spending time to get the most potential applicants. 
With the help of a CV, I can provide various appropriate information to my potential employers.  I have learned from my class about how i can create my brand listing my Skills, Knowledge, Experiences, Qualifications, Attitudes and Behavior.  I can also apply the Marketing mix of 7ps, Products, Promotion, Price, Places, People, Process and Physical evidence (What are the 7 Ps of marketing? 2021). The knowledge of the potential candidates about the prices of the products can be judged quite easily with the help of a CV where i can incorporate all my experiences and skills. The knowledge level of the potential employees regarding the distribution of the products can be easily understood with their experiences in sales and marketing experiences (Turner, 2008). Different kinds of knowledge related to the products and services, such as places, people, and processes, can be identified with the help of a CV. It is straightforward to distinguish one potential candidate from another by their experiences in different fields where there will be a requirement of different skills and knowledge related to the company’s products and services that the organisation is offering (15 Transferable Skills Companies Want: Examples & Definitions | FlexJobs, 2021). The knowledge level of the individuals about the appearance of the products and services and their capability to make the appearance much more attractive can also be evaluated by the help of quality and proper CV. Therefore, individuals will be able to make their marks in the mind of the employers by expressing their knowledge and idea about different kinds of elements related to products and services of their current organisations, which will ultimately help the employers to evaluate their eligibility for or that particular vacant position for which the circular has been made (Mathis, & Jackson, 2003). 

What now
I believe that an effective and proper CV will have a significant impact on a potential employers of different organisations, where i will have an opportunity to express my knowledge and ideas to the employers in order to successfully go through to the next stage of the recruitment process and possibly get the job.  Since it increases chances of making through to the next stage towards interview, I think it is worth spending some time preparing a quality CV for my future job prospects. 
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Appendices


Weekly Time Management Plan

	time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8-9
	Dropping kids to school and then going to work
	Dropping kids to school and then going to work
	Dropping kids to school and then going to work
	Dropping kids to school and then going to work
	Dropping kids to school and then going to work
	Attending University
From 9am to 1pm
	Attending University
From 9am to 1pm

	9-4:30
	Working
	Working
	Working 
	Working 
	Working 
	1pm to 2pm getting home from University
	1pm to 2pm getting home from University

	4:30 to 5:30
	Getting home from work
	Getting home from work
	Getting home from work
	Getting home from work
	Getting home from work
	3pm to 5pm Shopping 
	3pm to 5pm to swimming with family

	6pm to 7:30
	Family time
	Family time
	Family time
	Family time
	Family time
	5:30pm to 7:30 entertainment
	5:30pm to 7:30 entertainment

	7:30
to
8pm
	others
	others
	others
	others
	others
	8pm to 9pm Study time
	8pm to 9pm Study time

	8pm to 10pm
	Study time
	Study time
	Study time
	Study time
	Study time
	10:30 Bedtime
	10:30 Bedtime

	10:30
	Bedtime
	Bedtime
	Bedtime
	Bedtime
	Bedtime
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Time management tool
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Important

Not Important

Urgent

Do

Tasks with clear deadlines
and significant consequences
if not completed in a timely
fashion.

Delegate

Tasks that need to get done,
but don't need your expertise
in order to be completed.

Not Urgent

Schedule

Tasks with no set deadline but
that bring you closer to your
long-term goals.

Delet

Tasks that distract you from
your preferred course, and
don’t add any measurable value.
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Steps | have

taken so far

1 have spoken to a legal team manager, in my
workplace about the process

1 have got information from various Universities
regarding studying law.
| have spoken fo the apprentice department,

in my company to see if there is  fast frack
system fo become a lawyer

» | have spoken fo my manager and he has

indicated that | can work condensed hours
and work four days a week if it helps fo attend
college to study for a law degree





