


Part 1: Presentation  
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Link to watch my presentation on time management: 
https://uowtsd.sharepoint.com/teams/ECES4012SecuringSuccessfulStudySkills-SwanseaCohort_GRP-LydiaManley/Shared%20Documents/Recordings/New%20channel%20meeting-20231023_172850-Meeting%20Recording.mp4?web=1
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Part 2: Reflective piece

Before starting the course, I was already a little nervous of all the new skills I had to learn, such as academic writing and referencing. Initially I chose the topic of critical thinking for my presentation. Cottrell (2019, p. 119) encourages students to constantly challenge themselves by setting new and higher goals, but only after they have achieved a previous goal. Therefore, I instead chose the topic of time management, a topic I already had some knowledge about, to prioritise learning academic writing and referencing skills, rather than a new topic. I realised the importance of realistic goal setting, as Cottrell (2019, p. 119) claims, that it does not just help students academically but positively influences psychological wellbeing.

I felt excited about my presentation on time management, as I have a fair amount of experience in public speaking. Although I had some prior knowledge about time management, I was excited to learn more about the topic, as I knew how relevant and beneficial it would be for my time in university. However, I did feel slightly anxious about recording my presentation, specifically using both PowerPoint Coach and recording my Teams call at the same time, as both programs were new for me. Nevertheless, I was able to shelf those feeling to concentrate on my preparation, as I knew from previous experience that worrying about things can often hinder my performance.

When presenting my PowerPoint, I felt nervous about the technical side of recording my video, whilst also using PowerPoint coach. I struggled to do both things at the same time, and therefore had to keep restarting the presentation, which made me more nervous and pressured as every attempt was shown on my personal chat on teams. Not only that, balancing the explanation of time management, being interactive, trying to not read off the slide, acknowledging my PowerPoint coach feedback, and considering what slide was coming next, was difficult to manage. 

However, my content reassured me. I think a strength of my presentation was my variation of sources and the way I connected them all together.  My report highlighted a few other strengths: the use of inclusive language, not using repetitive language and keeping a consistent pace throughout. I am very pleased with my positive feedback. However, I want to consider my constructive feedback so that I can further my presentation skills.

After delivering my presentation the rehearsal report provided me with three suggested improvements. The first one was my pitch. That surprised me because I was already aware of the significance of a varied tone of voice.  However, Becker and Van Emden (2016, p. 17) explain, that varying the sound of your voice can help the audience to discern the importance of your material. They suggest emphasising a point of major importance by slowing down and raising one’s voice. I realised varying my pitch does not only mean to occasionally raise my voice, but also to lower my voice sometimes and vary my speed to emphasis the most important statements.  

My second suggestion was to avoid using filler words. Despite Ravinal (2023) arguing that filler words are beneficial, as they can signal deeper thinking, the rehearsal report encouraged me, to instead take a deep breath and pause. I was aware, that filler words can result in a distracted audience. Zandan (2018) compares using filler words excessively to using crutches. The use of excessive filler words can lead to a side-tracked audience, who may then question the speaker’s credibility.

My third suggestion was to improve my originality. The report encouraged me to avoid reading my slide and instead elaborate on a point verbally. Johnson (2009) supports this suggestion and says ‘I tell people that every slide gives the eyes something to look at while it shuts down the ears. Even the speakers stop hearing themselves!’. Taking this into account, I need to consider putting less material on my slides in future. 

There were two main things that I would like to have done differently if I would present again. Firstly, I would like to be in a better mindset when presenting my PowerPoint. It took me so many attempts to figure out the technical issues, which resulted in me being tired and exhausted when it came to finally presenting. I probably should have just moved the recording of my presentation to the next morning, having renewed energy and feeling more refreshed. 

Secondly, if I would present again, I would need to improve my notes by making them more clear and less jumbled. That would include using shorter sentences, more bullet points and making use of different font sizes and colours. It would also solve a lot of my presentation feedback as inconsistency and jumbled notes, can lead to using filler words, not managing my pitch, and reading off my slides.

In conclusion the two main areas I want to improve on in the future, are both related to my general self-awareness. Firstly, I want to become more aware of using filler words. I am aware of the negative impact filler words can have on my presentation skills. Instead of using filler words, I want to replace them with pauses. To achieve that, I want to make a list with my filler words, and I am also going to use Zandan’s (2018) method of tapping my leg every time I catch myself using a filler word and replace it with a pause. The second area I want to improve on is my self-awareness with regards to when I get stressed and anxious whilst doing university studies. I want to ask my husband to keep me accountable during my studies to take more breaks and pauses as I have realised, not having the self-awareness can have a negative result on my academic work and on my mental health in general. 
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What is Time management?

« (Flanagan, 2020) describes it as “The ability to plan and
control how you spend the hours in your day to

effectively accomplish your goals”.
Why did | choose time management?

« To succeed in life = Stop wasting time and start organising
myself.
* I've realised | am the pilot of my time; | am not going to

let it fly by.
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Why is time management
important?

* (Amadi, Plessis, Solomon, 2022) states, that students with excellent time

management tent to do better academically.

* Furthermore, (Amadi, Plessis, Solomon, 2022) add that students who implement
proper time management, can expect an improvement in their psychological

wellbeing which encourages the general flourishing of the student.

* Which results in an enhancement of their self-esteem and emotional wellbeing.

(Houri, 2021)

* Investigations have shown that a healthy emotional & psychological wellbeing can

(Bishop, 2016) influence your physical health. (Hicklin, Wein, 2015) 4
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What does time management consist of?

(Cotrell, 2019, p.125) states, that time management is strongly influences by 2 factors.

1. Quantity of studies

2. Quality of studies

(Icons8, 2018) ’ n 2 3
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1. Quantity of studies

1. Decommitment — Don’t commit to things that are not necessary.
2. Deferment — Prioritise studies over things that aren’t immediate
priorities.

3. Downgrading — Don’t strive for perfectionism.

4. Delegation — Are there things in your life where you can share

responsibilities?

* Moore et al. (2010 pp.141)

6

(Mindspace, 2020)
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2. Quality of studies

According to Moore et al. (2010, pp.135) There are 3 main time

management problems for students:
Planning:

* It can be very helpful to write out all things that you need to do, for
you to reach your goal. Then organise your tasks into Priority,

Important, Pending.

Procrastination:

+ To avoid procrastination, list the things or people that can distract you

and literally “walk away from them”. (Phone/TV -> turn it off)

Perfectionism:

* If you struggle with perfectionism start saying ‘no’ to unachievable

(Dumlao, 2020) expectations of yourself and others.
)
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Personal Application of Time

Management

4D approach:
- Create a schedule with all my responsibilities.

- Figure out how | can defer some of those tasks or share

responsibilities.
- Mark in specific times to study.
- Hangitup as areminder.

- Accountability to my husband.
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Conclusion

Time management is the organisation and controlling of your hours to

successfully achieve your goals.

* Good time management not only benefits your studies, but also your

overall flourishing.
* Time management is influences by 2 main components.

Quantity of studies = 4 D’s - decommitment, deferment, downgrading,

and delegation.

Quality of studies = planning, procrastination, and perfectionism.

* Questions?

(Maltsev, 2020)




image10.png
References:

* Amadi, W,, Plessis, M., Solomon, S., (2022) ‘Learning strategies: Time management’, Will working students
flourish or give up? Exploring the influence of academic psychological capital, grit and time management,
36(6), pp. 196

« Bishop, J. (2016) Unsplash. Available at: https://unsplash.com/photos/closeup-photography-of-plant-on-
ground-vGjGvtSfys4 (Accessed: 23 October 2023)

*  Cottrell, S. (2019) The study skills handbook. 5t edn. London: Red Globe Press.

* Dumlao, N. (2018) Unsplash. Available at: https://unsplash.com/photos/clear-hour-glass-5HI5relCevY
(Accessed: 20 October 2023)

* Dumlao, N. (2020) Unsplash. Available at: https://unsplash.com/photos/white-calendar-tG4waP7YiAg
(Accessed 23 October 2020)

*  Flanagan, H. (2020) "How time management techniques and a sense of awe can increase our well being’,
GOV.UK, 13 October. Available at: https://civilservicelocal.blog.gov.uk/2020/10/13/how-time-management-
technigues-and-a-sense-of-awe-can-increase-our-well-being/ (Accessed: 13 October 2023).

* Gades, S. (2018) Unsplash. Available at: https://unsplash.com/photos/white-desk-lamp-beside-green-plant-
BlIhVfXbi9s (Accessed: 23 October 2023)





image11.png
Hicklin, T., Wein, H. (2015) News in health, Available at: https://newsinhealth.nih.gov/2015/08/positive-
emotions-your-health (Accessed: 16 October)

Houri, A. (2021) ‘The Connection Between Mental Health and Academic Success’, Groves learning
organisation, 15 April. Available at: https://www.groveslearning.org/connection-between-mental-health-
academic-
success/#:~:text=Positive%20mental%20health%20and%20academic,self%2Desteem%20and%20emotional
%20health (Accessed: 13 October 2023)

Icons8, T. (2018) Unsplash. Available at: https://unsplash.com/photos/silver-bell-alarm-clock-dhZtNIvNE8M

(Accessed: 23 October 2023)

Juma, N. (2023) Time Management Quotes To Make The Most Of Life. Available at:
https://everydaypower.com/time-management-quotes/ (Accessed: 20 Oktober 2023)

Maltsev, A. (2020) Unsplash. Available at: https://unsplash.com/photos/brown-wooden-table-clock-at-10-
10-XE8PeSuz_WI (Accessed: 23 October 2023)

Mindspace, S. (2020) Unsplash. Available at: https://unsplash.com/photos/yellow-and-white-buddha-
figurine-iF8GB3WCEIs (Accessed: 23 October 2023)





image12.png
Moore, S., Neville,C., Murphy, M., Connolly, C. (2010) The ultimate Study Skills Handbook. Bergshire: Open
University Press.

Strauss, O. (2023) Unsplash. Available at: https://unsplash.com/photos/a-clipboard-on-a-desk-with-a-
notepad-next-to-a-keyboard-cWkrimNT2vE (Accessed: 23 October 2023)

Villasmil, L. (2020) Unsplash. Available at: https://unsplash.com/photos/people-sitting-on-chair-with-
brown-wooden-table-mIVbMbxfWI4 (Accessed: 23 October 2023)





image13.png
Your Rehearsal Report (Preview)

Summary

Good job rehearsing! Keep up the hard
work.

5:14 10

total time spent slides rehearsed

Fillers

To sound more polished and confident, try
to avoid using filler words. Pause or take a
breath to relax. Some filler words to avoid
are:

uhh  basically | mean

Learn More

Repetitive Language

Nice work! Your variety of
word choice will help keep
your audience engaged.

Pace
100

slow

Your pace is just right! Keep it up!

130

words/min

150

Your average pace over time

‘words/min

Learn More

How was your experience? ¥t ¥ ¢ v ¢

Pitch

Low pitch variation will make your
audience lose interest. Try increasing the
tone for your key points.

Monotone

0:10 1:50 330 5

Learn More

Originality
Try to avoid simply reading the slide. Here
are the slides you might want to work on:
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Your Rehearsal Report (Preview)
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Repetitive Language Learn More

Nice work! Your variety of
word choice will help keep
your audience engaged.

Learn More

Inclusiveness

0 Great job! Your use of inclusive
language was excellent.

Learn More

116

232

3:48

Rehearse Agail

Originality

Try to avoid simply reading the slide. Here
are the slides you might want to work on:

Slide 4

@z

Slide 6

Slide 8 Slide 9
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The Importance of
Time Management
for students

By Ludi Manley

(Dumlao, 2018)
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Altshuler (2009, quoted in Juma, 2023) quotes,
”The bad news is time flies. The good news is

you're the pilot.”

Structure:

- What is Time Management?

- Why I choose it?

- Why I think that it is the most important skill
- Strategies & tools to develop it

- Personal Application





