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[bookmark: _Toc89692144]Time Management skill
	Time management is an important skill that can be developed by an individual. Personally, being poor at time management, there is a need to make sure that the necessary measures are put in place to make sure that the issue has been addressed (Trueman & Hartley, 1996). By observing the Gibbs cycle, it is easy to identify various challenges I am experiencing in time management. On description, I am always late to my appointment and submitting my assignments on time. On feelings, I think this is a weakness that has really affected how I do tasks and I have lost confidence of other people (Sekarwinahyu et al., 2019). This makes me feel band hence prompting me to make the necessary changes. On evaluation, I think the worse is the loss of my full marks, and I don’t think there is anything good with the experience. On analysis, the one thing that challenged me is the fact that I nearly failed as class because of not observing time. This really made me realize that I am causing damage to my career. On Text, I thing this issue closely relates to my class especially when it comes to my relationship with the lecturers and also how I get to perform in the class. In conclusion, I think I learned a lot in the fact that failure to observe time would not only affect my grades but would also affect my future. As a result, I think I would have made sure that I don’t repeat this  issue again and rather understand that it has an impact on my future where I will have to deal with my clients and even have important appointments. 
By utilizing the 4 Ds in time management, it is easy to achieve significant results that would be productive enough in coming with a lasting plan. The application of Do emphasizes on the need to for me to start working on smaller tasks that are easy to achieve and it will help me develop a better momentum crucial in finishing bigger tasks (Macan et al., 1990). Defer, emphasizes the need to temporarily put a pause to the tasks that do not require my urgent attention and rather differ them to be handled when there is availability. Then we have Delegate which emphasizes focuses on reassigning an essential task to make sure that is achieved in the best time possible.  
My personal development plan would work at making sure that I maintain time in everything I do and make the necessary adjustments including delegation of important tasks. my individual goals would focus at making sure that I always make sure that I am punctual at attending to my appointments. Also, it would involve delegating important duties that I can’t achieve at a given time. The strengths is that I am a person who when I make a decision to achieve a given change I do it directly without wasting any time. I am also good at delegating my tasks in order for then to be achieved at the right time. My weakness is that I put a lot of pressure on myself that I fail to achieve my tasks in the required time. The areas that I need to improve include, arriving on time for appointments, having a plan in place on how I can achieve my tasks, and seeking for help to help when I feel I won’t be able to achieve a certain goal. The only thing that that could hinder this progress is failure to have a good plan in place that would work significantly in making sure my goals have been achieved.  
[bookmark: _Toc89692145]Critical Thinking Skill
	Critical thinking is an important skill that would help make sure that a solution is arrived at a challenging issue at a given time. This is an important skill that I need to improve on in order to get positive results (Changwong et al., 2018). By applying the reflective model, it is easy to identify different issues. On description, I have been in a compromising situation where I was helpless to offer a solution a the time, I was not able to apply critical thinking to arrive at the most favorable solution. My feeling towards was not good since I was not able to help myself out of it, something that until now I regret since critical thinking would have come handy at that time. What was good about the experience is that it challenged me to make sure I come up with a solution in future if I ever was in such a scenario again. The bad part of it is that I failed an exam, something that I would have easily prevented (Sekarwinahyu et al., 2019). The sense that I can make out of the situation is that, there are several issues that require me to invest a lot of time to make sure that I achieve them. I need to have a proper plan in place to be able to deal with something that is affecting my education and class performance. The class texts have a relationship in that it emphasizes on effective planning and having a clear goal aimed at achieving specific goals. What I have learned is that the proper application of critical thinking is key to achieving significant results. I would have taken my time and critically think on the best way possible; I would make sure that the issue was handled more effectively. 
	The tool that I would use in making sure that I prevent extreme issues from occurring in future is the utilization of the Bloom’s taxonomy. The Blooms taxonomy emphasizes on remembering, understanding, applying, analyzing, evaluating, and creating. On remembering, it emphasizes in recognizing, listening, describing, identifying, retrieving, naming and finding, highlighting, googling among many other factors. By focusing on this it is easy to really identify the issue at hand and being able to describe the way to go about it. On the other hand, understanding emphasizes on the need to interpret, exemplify, summarize, infer, paraphrase, clarify, explain, advance searches among many other exploring activities. This away it is easy to have a deeper understanding of the issue at hand and arriving at the most favorable solutions. The next important skill is applying. This is an important part which involves implementing, carrying out, using, executing, running, loading, playing among many other approaches important at arriving at a lasting solution. Here I get to apply a certain approach crucial in achieving better results. The next step is analyzing which emphasizes on comparing, organizing, demonstrating, attributing, outlining, structuring, linking, mind-mapping. This is an important approach into making sure that I outline and apply the solution that I have arrived at, this is an important skill crucial in achieving positive results. Evaluation is based on checking, critiquing, judging, testing, reviewing, posting, collaborating, and networking. Based on the solution arrived at, it is easy to carry out judgement to make sure that it is the best approach and can be considered to be applicable enough in achieving positive results. On creating, it is focused on planning, producing, investing, publishing among many others. This is the implementation part, which involves making the crucial action critical in achieving results. 
	My personal development plan towards achieving positive result focuses on important levels of achieving significant results in critical thinking. My individual goal is to make sure that I have the most effective critical thinking approaches that would help me make sure that I achieve specific goals. My strength is based on my ability to critically approach the issues at hand and achieve a positive result. Critical thinking is based on understanding how effectively I can manage and mitigate the issue affecting me mostly. The goal is to make sure that I arrive at the most favorable solution that would help me solve the issue at hand. My strength I based on my ability to take my time before arriving at a decision that I can consider to be effective and favorable. My weakness has to do with me being anxious and frustrated about the issue at hand. The area I would improve on is on making sure that I improve on my patience and approach towards handling specific issue that help arrive at the best solution possible. 
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	Team work is crucial to me achieving the best in my education and being able to perform better in class (García et al., 2016). In reference to the Gibbs cycle, the issue I have identified is that I am not good at maintaining team spirit, I have always preferred working on my own. However, team work has help me have better understanding of the class material and also, I can easily get help on some class materials that can prove to be challenging. I think application of better team work skills is key to me achieving the best. On my feelings and thinking, I feel that I need to be more accountable and reliable especially when working with a group. I need to be more patient and appreciate the contributions made by different people in the team. On evaluation, my bad experience is judging the impact others were bringing to the team work forgetting the fact that we all have different abilities and every contribution is important. On analysis, I need to maintain a closer look into the main issues affecting me and my group (Sekarwinahyu et al., 2019). What challenged me most is the fact that we did not cooperate as a team and we ended up scoring poorly. Based on establishing text part, team work closely relates to team work in that given an assignment, project, or homework, it is easy to be achieved more effectively. In conclusion, the most effective thing that would be done is to make sure that apply the important team work tools that can help make sure that I effectively carry it out. 
	The most applicable tool is the Tuckman’s teamwork theory. This is an important model which emphasizes on the on different levels of teamwork. Forming is the first stage which explains how different people are getting to meet for the first time. It is at this stage that everybody is busy trying to establish their position in the group. The second stage is storming where getting familiar with the group starts to take precedence. Here it is easy to challenge one another especially the group leader. Conflicts and confrontations tend to take the centerstage (Sekarwinahyu et al., 2019). Thirdly, we have the norming were getting comfortable with the group starts to take place which makes it easy to carry out any team activity. Finally, we have performing where the focus and relationships start to be established which makes the team to perform even effectively. I need to make sure that I take myself through these important stages for me to function more effectively and even contribute to the group more.  
My personal development plan is aimed at making sure that I can effectively execute my team work skills to achieve better approaches into achieving better outcomes. My strength is that I can effectively relate with other people hence contributing more effectively to me making relationships with other people and my colleagues. The weakness I have is the impatience I experience when relating with other people. In order to make sure that I improve and develop my goals effectively, I need to improve my patience with people. I also need to make sure that I improve my communication skills in order to make sure that I can establish a conversation more effectively. Moreover, possessing leadership skills can help ensure that I can lead the team more effectively. To achieve these goals, I have to ensure that I maintain team spirit and I become collaborative on all the roles I have been given in the team. The one thing that can hinder me from achieving this is the lack of effective collaboration with the team members. 
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Time management can be defined as a process of planning and exercising the specific control over specific activities crucial in is establishing an effective, efficient, and productive outcome. 
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	My name is Jahangir and I am going to identify Donna’s poor time management problem. One of the major problems identified in the case study is Donna procrastinating. There are several things that distracted her from finishing her assignment. She is not adequately prepared to do her assignment. She gets a call from her boyfriend and her friend Sharon. Instead of excusing herself and setting clear goals she wastes a lot of time. 
	Secondly, she has low motivation. She hardly finds the motivation to finish tasks that are important for her. She has plenty of time to finish the assignment but she behaves in a way that shows that she can’t finish it. The efforts she gives in seem to be exceeding her level of energy for a given day. 
	Thirdly, it is easy to see that she is overbooking. From going to see her boyfriend to meeting her friend to playing games to going to work, she seems that she is highly engaged. She accepts different tasks with enthusiasm to the point that the time to finish the assignment exceeds the time that is available for her. 
	Fourthly, she lacks proper organization. From poor planning of her time, she easily loses focus to the point that she also gets late for important appointments. With proper organization, she would have better plan for her accomplishing her objectives and less time switching between different tasks. 
	Fifthly, we have poor time management. She is not able to plan herself well in order for her to do her assignment. She spends a lot of time on things that interest her most forgetting on the actual work that is awaiting her
	Sixthly, poor punctuality. She does not plan her time well that she drags around until she misses the bus which makes her late to arrive at work. This says a lot on her time management challenges. 
	Seventhly, she is not organized. In her room she has everything everywhere. She also forgets to come home with her notes something that disrupts her study for the assignment. 
	Eighthly, she is not prioritized. She does not prioritize her class work. She preferred going for dates, practice, visiting his aunt among many other factors. This distracted her from making sure he accomplished her goal.
	Finally, she is not prepared. She has several things involved that she does not adequately prepared to do the assignment. 
Results
	The result of the above challenges would lead to Poor quality of her assignment since she did not have adequate time to do it. Also, it would contribute to poor productivity, efficiency, and struggling to meet dateline. 
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For Donna to be more effective, she can easily utilize the 4D. The first D is Do. She has several tasks that she needs to complete. She has to take her time to complete each task before proceeding to another one. The second D is Dump. Here she should remove all the distraction. Here the distractions include the boyfriend, the friend, the celebrations of their win, and going to visit her relatives. This way she will have enough time to complete his assignment.
Also, the third D is Delay. For the tasks that are not of urgency should not be postponed. An example is her visiting her aunt and uncle in the afternoon after coming from the church. This is something she would have done when she was less busy. Finally, the last D is Delegate. For the tasks that she cannot achieve at a given time she can delegate them to someone else.  She would have delegated someone to go bring her notes from the office. This would have made it easy for her to do the assignment.
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