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[bookmark: _Toc16183048][bookmark: _Hlk17650421]1. Introduction
[bookmark: _Hlk17651704]Time management refers to the setting priorities along with scheduling activities for assisting individuals to make the best use of time. Excellence management of time is the key indicator of individual’s success in both personal as well as professional aspects. As per the consideration of modern researchers, through effective management of time, individuals can accelerate their progress toward accomplishment of their targets and objectives. The employability skills play a big role, referring to the skills that are transferable and help an individual to become employed. It considers the effective understanding of technical as well as the subjects’ that help a student to outline their skill to the employers. Soft skills refer to the attributes of the individuals that use to interact with one other effectively as well as peacefully. Transferable skills are also known as the portable skill that helps the students to transfer their qualities according to their work. Academic skills are also known as the study skill that looks forward to makes the student successful in their academics. 
In this study, a discussion is going to be presented on importance and effectiveness of time management skills in context of academic lesson, personal development and professional growth altogether. Different literatures collected from authentic sources and useful models with related theories will be explained in this paper in context of time management excellence and its significance in personal and professional career development.

[bookmark: _Toc16183049]2. Literature review
In organizations and academic contexts, role of time management is undeniable. Management of time in appropriate manner is always a critical subject and needs planning and a lot of efforts from individuals. According to (Nasrullah and Khan, 2015 pp.250), it is an ability of managing personal time and working time together efficiently. Time management excellence allows an organization as well as individuals to complete their operations within the given deadline, which alternatively improves the brand reputation and influences both personal and professional development aspects of individuals. In academic filed, time management excellence is required for greater personal growth and career building. It involves in identification of tasks and recognizing demands on time. As per the consideration of (Khan et al, 2016), managing time is alternatively managing our present and future conditions according to the time schedule. Proper time management excellence can bring positive changes within the workforce unit and organizational environment together. It improves self confidence level of individuals and allows them to find better ways to reach out their targets and destinations. It improves productivity of individuals and due to this high productivity and decrease in procrastination, organizations would be able to accelerate their profitability in business and achieve sustainable competitive advantage in business world. In academic level, time management improves the concentration and efficiency of students so that they can better perform towards submitting their assignments and study papers within the given deadline. 
According to (Grissom et al., 2015 pp.880), excellent time management skill reduces the stress level and assists individual to maintain a healthy life. Student those already have understood the significance of efficient management of time and have been preparing themselves to master this skill, will achieve their goals before others, those are unaware of the fact and have not planned regarding steps yet. Time management models challenge productivity of individuals in both academic and organizational filed to speed up their growth rate. Academies use effective models such as ABC model of time management that are used in adopting time management excellence.

ABC model of time management  
ABC model is one of the most useful and impactful model to be adopted within the academies as well as in organizations to speed up the awareness regarding time management and improving their excellence simultaneously. This model was invented to guide individuals and assist them to prioritise their exhaustive activities according to their requirements and deadline. This time management matrix has four quadrants, where only first three quadrants are active and forth quadrant is not taken into consideration. 
[image: ]
Figure 1: Time management matrix
(Source: Rusanescu, 2014)
In this ABC model of time management, A stands for awareness, where B and C holds believe and continuation respectively. 
Awareness: As per the consideration of this model, every second and moment is an opportunity to gear up, to bring positive changes. In an entire day, we generally get 86,400 seconds or opportunities to be used that we actually do not use properly and by the end of the day we face time crisis issue, which resist the actual performance and excellence in any particular field. We should be aware of its significance so that we would be able to catch the opportunity effectively (researchgate.net, 2019). For a student of any academy must have faced difficulty to manage their time schedule. Activates students generally perform that in a day can be categorized into four levels that are as follows:
	Particulars 
	Urgent 
	Not urgent 

	Important 
	1
Taking preparation of upcoming exams  
	2
Exercise 

	Not important 
	3
Phone calls that are unimportant 
	4
Playing video games 


Table 1: Four quadrant of ABC model
(Source: Rusanescu, 2014)
From the above table, it is clear that an individual has to complete the urgent one and next second tasks that are important but not urgent right now. Third tasks are the urgent but not important tasks to be done after the second tasks. Last and fourth tasks are not important as well as not urgent.
Believe
[bookmark: _GoBack]Persons those are aware of significance and value of efficient time management in both personal development and professional career building, they are half way down the road to success and their targets. They must focus on following four quadrants, they need to concentrate on following four quadrants that would assist build a habit of achieving things and procedures within the required time limit.




Continuation 
This model advises to continue using tools and techniques related to time management would bring positive changes and success in both professional career and personal growth together. 
Apart from this, another useful principle in this context is Pareto’s 80-20 rule that can be used in academic and organizational fields to improve time management excellence of individuals. In 1895, Italian economist Vilfredo Pareto introduced this principle to improve the time management excellence and more importantly to help individuals in making better use of time. This principle can be used in different contexts starting from social economy to academic lesson and organisational growth. 
[image: ]
Figure 2: Pareto’s 80-20 principle
(Source: Dunford et al., 2014)
According to this theory, 80% of results will come from 20% of the action, where 80% efforts will bring maximum 20% results. As per Pareto, we need to prioritise our works according to their deadlines and requirements in present context and then plan to execute those activities one by one. Through this technique, it is possible for individuals to complete their required activities effectively ranking wise without making any late (Banduka et al., 2016 pp.489).
[bookmark: _Toc16183050]3. In-class exercises regarding lessons discussed in class 
In the “in-class exercise”, I have performed multiple activities and expressed clearly that I have been following models and principles for greater time management excellence. In our class premises, professors are teaching us different effective ways to paraphrase and its related tricks. For effective performance in given task, proper management of time is mandatory. In course of classes, I learned a lot of new things and aspects related to time management skill and excellence. Add better planning and execution is required for high performance in class.
In class, there were multiple topic were taught and in every lesson, importance of time management skill can be realised effectively. Professors have demonstrated that due to lack of time management skill, students have been failing to submit their tasks by time. It affects their current performance and future professional excellence together. In my class, my teachers have completed multiple chapters and extended my knowledge boundaries. Apart from the paraphrasing, in my class I have covered answering on statements, concept of plagiarism and how it works, referencing system and its significance, matching different kinds of plagiarism, question answer, sentence structures and others. Also I learnt the meaning of Summarising, which is the skill that refers to the presentation of the summary representing the main facts, ideas as well as the points. Referencing system is in the topic list in my class so that I have increased my capability of searching and finding related journals and articles from authentic sources. Question answer round has improved my awareness regarding topic and through proper management of time, it is possible for me to complete my study on time. 


[bookmark: _Toc16183051]4. Analysis of employability skills and time management in own workplace
In my workplace, sometimes I have to perform different operations as an academic student and maintaining time schedule is a vital consideration in this particular context. Tasks that are provided to us must have deadline and required to be submitted by me within time. I have to complete all the operations related to my academic lessons within time to improve my performance and increase academic excellence. Alternatively, all the practices and activities arranged in my organization were aimed at influencing my personal development and career growth as well. However, my time managerial skill was not efficient in earlier and I had used multiple models and principles through taking help of my professors to gather more knowledge on time managerial excellence. Individuals those are already familiar with time managerial excellence and importance must be able to perform more accurately towards their actual aims and targets in personal and professional career. 
I have used the SWOT Analysis to analyse my own employability skills because it will be a useful framework to know about my weaknesses and threats and maximising the opportunities and strengths of me. Having an own Personal development plan will help me to achieve my own academic and professional skills to help me to be success in a near future.
[bookmark: _Toc16183052]







SWOT Analysis
	Strengths
	Weakness

	I have several strengths such as I am much creative and always comes up with new innovative ideas. I used to communicate easily with the tutors as well as my peers. However, I also use to ask questions in order to clarify mu doubts. I am always self-motivated towards my success so that I can always be motivated towards my work and can achieve success in my education and career. 
	I used to work quickly and always want to remove work from my to do list that often affects the quality of my work. However, I use to be much more stressed due to work overload. I am weak in time management skill that affects my work. I also get nervous while presenting my work before the class that takes out the passion of my presentation. Speaking before the public is very much stressful for me. 

	Opportunities
	Threats

	I have the opportunity to increase my public specking skill as next month I am going to work upon the research project. The research project will help me to inculcate personal as well as the professional development while working with my peers in a professional level.
	The threats that I can face is that some of my fears are stronger public speaker who can achieve higher markets than I can. However, the research will consider overwork and there is a threat that it can affect my creativity.


Table 1: SWOT Analysis
Source: Created by the learner




Personal development plan
	 
	Short-Term Time Frame 
What do I want to 
accomplish in the next 
Three to six months?
	Mid-Term Time Frame 
What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 
What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals 
What are my overall goals that I want to accomplish in this time period? 

My goal is to become a senior Student coordinator.
	In order to become a senior student coordinator I would have to accomplish bachelor or master’s degree. In the first six month, I will look forward to accomplish adult education, Career development, as well as special education that will help me to become a good senior student coordinator.
	I will focus upon gaining teaching experience of two years so that I can provide effective services to the students.
	After two years I will focus upon accomplishing certification of teaching as well as teh administrative licences.

	Section 2 - Skills and Knowledge to be 
Learned 

I should focus upon Public speaking skill 
	In order to become a senior student coordinator I have to develop effective public speaking skill and decision-making skill.
	I will focus upon supervising and organising educational programmes.
	After two years i will look forward to explore myself to provide training so that I can open up with students.

	Section 3 - Next Steps 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
	I will take part in various lectures and will listen them effectively in order to increase my skill of seeking effectively in public.
	After the six months to two years, I will focus upon increasing my confidence to speak in various public occasions.
	In two to three years, I will look forward to becomes a public speaker as well as an effective student coordinator.

	Section 4 - Resources 
What resources do I need? 
I will require enough funds and time to do the student coordinator course

	Within the six months, I will require some of the travel expenses so that I can listen to various kinds of lectures and can know about various courses.
	After the six months, monetary resources are required to attain the courses effectively.
	After two years money and time both will be needed to do the project effectively.

	Section 5 - Time Schedule 
What is my time schedule? 
	One to six months
	From the seventh month to Two years
	From two to three years

	When will I start? 

	I will start from 01.08.2019
	I will start from 01.02.2020
	I will start from
31.08.2021

	When do I expect to finish? 

	31.01.2020
	31.07.2021
	31.08.2022

	Section 6 - Completion 
When have I completed each 
Step? 
	31.12.2019 
Date 
 
	30.06.2020
Date 
 
	30.09.2022 
Date
 


Table 2: Personal Development Plan
Source: Created by the learner







5. Conclusion
From the above description, it can be summarised that the significance of time managerial skill in both personal development and professional building context is undeniable. Advancement of science and technology has introduced multiple theories, models, and principles over time management to strengthen the skill and complete all the activities with optimal use of time. However, in academic and organizational field, need of time managerial efficiency and skill can be realised. For greater accomplishment of targets, individuals are bound to improve their time managerial skill. In this paper, different research articles and journals have been used that are collected from authentic sources. Refection over tasks in own workplace and role of time management skill in that particular context has also been provided for better consideration of the entire project.    
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes

correct answer and briefly explain why.

sad state of American education can be found in

Original Source: A key factor in explaining the
n to consolidate our public schools into massive factories

overbureaucratization, which is seen in the compulsio

bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no
conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it. M.,

Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219 W }‘5 M W
S 2y S
of 7

Paraphrase 1 \ \ g |
Reason: i.l. o e =y h J‘~ ' ' By C ﬂ’ P‘}‘G’»'l - S| 4),
4 LA - o?]meﬂ St Yy sed T, T VP
L .
American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and

growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they

have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future. '
N

Paraphrase 2 ¢

Reason: _L\ig

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3 - acceptable Ginacceptable '7 7
ReaSOf“jXE whed ' 7Le)o! (soure) = =~

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond

Culture, today's educational institutions "have no soul, no memory, and no conscience". ? (2

of American educational institutions.
governing the state of education in America today. He points to the tendency of bureaucracies to promote

their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to

educational institutions. In Hall's ords, "Bureaucracies have no soul, no memory, and Qo conscience."

.
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Paraphrasing Exercises
adapted from http://web.jjay.cuny. edu/~esl/paraphrasingl.htm

Name: 1 A\ %

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.

a. 25% of babies are born to mothers who are adolescents.
\/@ One out of four adolescent mothers has another baby before the first baby reaches his second

birthday.
c. Aquarter of adolescent mothers gives birth when their first born is two.
d. 25% of adolescent mothers become pregnant again when their first babies are two years old.

2. It has been reported that the richest one percent of Americans own 40% of the country's wealth.
a. The richest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
/ soon own 40% of the country's wealth.
® 40% of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.

3. The judge was relieved when the jury was finally ready to announce its verdict.

MWhen the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.

@ The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.

Women who observed the abuse of their mothers when they were young are more likely to endure

\@ Women who witnessed the abuse of their mother as teens are more likely to become abusive adults.

abuse themselves.
c. Women who were abused as children are more likely to abuse their own children.
d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

5. artha thinks that the issue of adolescent problems is important to write about.
. Martha thinks that adolescents like to write about their problems.
@ Martha feels that writing about adolescent problems is worthwhile.
c. Martha believes that the dream of most adolescents is to write something important.

d. Martha thinks that adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1. A local newspaper claims that 75% of all homeless peo le do not like homeless shelters and prefer to live
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yohe who has ever driven through the Mojave Desert knows that one should always carry a supply of
extra water.

¥
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by whites by 1932.
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5. A woman who was nominated by the president to head the department was quickly approved by the
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2. Ronny told his aunt that a bear had attacked him, which she found difficult to believe. Q\My
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Paraphrase the following sentences from student paragraphs to avoid plagiarism.

1. However, college students today are the first groups of students to need the Internet for
most of their schoolwork.

fiech
el oy dyge o o o gt e ol

2. Chinese speculators are able to realize profits from this buy-and-sell practice as property
prices are currently on the upswing.
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3. Researchers have found a strong association between computer and Internet use in

adolescents and engagement in multiple-risk behaviours (MRB), including illicit drug
use, drunkenness and unprotected sex.
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4. Drug reSistancé Yémains a’‘major problem?n combating HIV infection, but a different
approach to drug development could be the answer.
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5. Chlna s Shanxi ProVince, the couhtry's largest coal supplier and most polluted
reglon has the dubious distinction of having 16 cities on the list. Neither Beljing nor
Shanghai appear on the list .The report found that only 22.94 percent of sewage was
treated adequately in the cities surveyed and less than 20 percent of household garbage
met with proper handling. It said 178 cities examined had not built any sewage treatment
facilities and 130 cities had not been equipped with garbage disposal plants.
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‘/l Carron, J. C. (ed.). Francois Rabelais: Critical Ass

University Press, 1996.
2/ B W. Iser (2003). The implied reader, Cambridge University Press,

Cambridge.
'S/l D. Walter (2004) Literature in the Modern World. Oxford University

Press.
‘*/ B Terry Eagleton 1996 Literary Theory. New York
‘S/I Baker, E., Mary Barrett, Lesley Roberts, Working Communication, 2002,

John Wiley and Sons: Milton.
6/l Jones, M. (2006) ‘The Effects of Globalisation on the Chinese Economy’,

The Economist, vol. 23, no.2, pp. 108-125.
7/ B Terry, Eagleton. ‘Newsreel History’, in LRB Vol 20, No 20 (1998)

httg:[[www.lrb.co.uk[vZO[n22[eag|2022.htm
Qu/ B Learning Styles, Wikipedia, retrieved March 21, 2009, from

http://en.wikipedia.org/wiki/Learning_styles
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NAME:

To quote from Cottrel (1999), “...

As Cottrel (1999) points out, ...

According to Cottrel (1999), ...

Cottrell (1999) suggests that, ... :

In her article ‘name of article’, Cottrell (1999) makes the point that ...

In ‘book title’ Cottrell (1999) explains that ...
Writing in 1999, Cottrell proposed that ...

Paraphrase the F(il:owing:

Aq ('\UR)\“‘S

on T, 208, 1 f
1 ui\\\ j»\cou»\\er wﬁw\}r\ (il \WG\M)‘S._ Sl u\m—ﬁ%
1. “If the United Kingdom withdraws from the European Union without an

agreement, it will encounter financial hardships.’
From an article in the Times newspaper on 17" July 2019 by Maria Johnson.
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2. ‘Rich people, businessmen and the terminally ill are not worried by the
problems of the poor.’

y Fouinlly |
3. Speaking directly to people is better than writing to them because yot ca
' hear things in their voices and see their expressions and their body

movements.
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4. The elderly man could not ascend the stairs without stopping because he was weak

and had to pause every five or six minutes to catch his breath.
\(/' g v - uld W\ A() <

e was f

5. One of the benefits of tea

mwork is that it rives members of the team the oppo

by

rtuni h
to listen to other viewpoints and recommendations and to broaden their own wa%ﬁ?/g PC)“\.
looking at problems and solving them. '

6. It is estimated that 75% of people in Britain believe that changes in the weather are
happening because of the pollution caused by heavy industries. Others believe that

there is no relationship between the two.
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DIAMONDS

i i India. In the eighteenth
Some of the earliest diamonds known came from _
century they were found in Brazil, and in 1866, huge deposits were found near

i i i i ive diamond deposits
Kimberley in South Africa. Though evidence of extensive dia
has recerztly been found in Siberia, the continent of Africa still produces nearly

Id’s supply of these stones. _
<L L dividual crystals of pure crystalline

The most valuable diamonds are large, in ‘ ’ I :
carbon. Less perfect forms, known as ‘boart’ and carbonado’ are clusters 0

tiny crystals. Until diamonds are cut and polished, they do not sparkle like
those you see on a ring — they just look like small, blue-.grey stones.

In a rather crude form, the cutting and polishing of precious stones was an art
known to the Ancient Egyptians, and in the Middle Ages it became
widespread in north-west Europe. However, a revolutionary chapge in the
methods of cutting and polishing was made in 1476 when Ludwng_ Van
Berquen of Bruges in Belgium invented the use of a swiftly revolving wheel
with its edge faced with fine diamond powder. The name ‘boart’ is given to t_h|s
fine powder as well as the natural crystalline material already mentioned. It is
also given to badly flawed or broken diamond crystals, useless as jewels, that
are broken into powder for grinding purposes, the so-called ‘industrial

diamonds.
Diamond itself is the only material hard enough to cut and polish diamonds —

though recently, high intensity lasers have been developed which can bore
holes in them. It may be necessary to split or cleave the large stones before
they are cut and polished. Every diamond has a natural line of cleavage,

along which it may be split by a sharp blow with a cutting edge.

A fully cut ‘brilliant” diamond has 58 facets, or faces, regularly arranged; For
cutting or faceting, the stones are fixed into copper holders and held against a
wheel, edged with a mixture of oil and fine diamond dust, which is revolved at

about 2,500 revolutions a minute. Amsterdam and Antwerp, in Holland and
Belgium respectively, have been the centre of the diamond cutting and
polishing industry for over seven centuries.

(’The jewel value of brilliant diamonds depends greatly on their colour, or
‘water’ as it is called. The usual colour of diamonds is white, yellow, brown,
green, or blue-white; the blue-white brilliants are the stones of the ‘finest
water and so command the highest prices. During their formation, some
diamonds absorb metallic oxides from the surrounding rocks and take on their
colour. Thus black, red and even bright pink diamonds have occasionally
been found.

(The trade in diamonds is not only in the valuable gem stones but also in the
industrial diamonds mentioned above. Zaire produces 70% of such stones
They are fixed into the rock drills used in mining and civil engineering also.for
edging band saws for cutting stone. Diamond-faced tools are used fo} cutting
and drilling glass and fine porcelain, and for dentists’ drills. They are used as
bearings in watches and other finely balanced instruments. Perhaps you own
some diamonds without knowing it in your wristwatch.
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Trinity Saint David Academic and Employability Skills (ACE) - term 1

LONDON BMSW4001
In-class exercise 2: Summarising

Student Name: \O ¢ Student ID: [ ‘b ! ‘L 2] 2

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

X

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want
value for money but do not want to compromise on quality. This case study will demonstrate how
Aldi uses a lean approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors is its competitive pricing strategy
without reducing the quality of its products. In fact, in some cases Aldi’s products are 30% cheaper
than those offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key
areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking.w
food retailers have elaborate displays, additional services and promotions that draw customers into

usiness, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principles of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower .
prices, allowing the business to differentiate itsWs

T —————— e e Dy T e
the quality of the products it has on offer.

Lecturer’s signature: Date:
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This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI’s success? Write about 175 words.

In-class exercise 2: Summarising
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