TASK 2

Topic 1: Time Management 
Introduction
Time management is the process of planning and controlling the amount of time you spend on activities. It is a way to ensure you use your time effectively and efficiently. The purpose of this report is to reflect on my learning concerning the topic of time management. I will be using Gibbs' model of reflection, which consists of six stages: description, feelings, evaluation, analysis, and conclusion and action plan. I will discuss what I already knew about time management before starting the module, what I learned during the sessions, and any learning I undertook outside the classroom. I will also analyze published literature relating to time management and reflect on the feedback I received from my lecturer on all in-class activities.
What I Already Knew About Time Management
Before coming to this module, I knew about time management, as it is a common topic for academic reports. I understood that time management is essential because it allows us to focus on our goals and achieve them. I also knew that there are different ways to manage our time and that each method has its benefits and disadvantages.
What I Learned during the module I learned about Gibbs' model of reflection and how it can be used to reflect on our learning. I also learned about different ways to manage our time and how each method has its benefits and disadvantages.
Learning outside the Classroom
I undertook several learning activities outside of the classroom relevant to the time management topic. One activity was reading a paper entitled "The Art of Procrastination: Why Doing Something You Don’t Want to Do Is Often the Best Way to Do It" by Brian Tracy. This paper helped me to understand better why some people are more prone to procrastination and the different ways that they can overcome this tendency. I also watched a TEDx talk entitled "The Power of Intention" by Dr. Deepak Chopra, which taught me about the power of intention and how it can be used to achieve our goals.
Overall, I found this module helpful in understanding time management better. My tutor's feedback was positive, and he helped me improve my skills in this area. I recommend this module to others looking to improve their time management skills.


Benefits of time management
There are many benefits to time management, including:
• Increased productivity and effectiveness
• More free time
• Less stress
• Greater efficiency
• Improved goal achievement
• Better work/life balance.
Time management skills are beneficial in both your personal and professional life. Learning to manage your time better can increase your productivity, reduce stress, and achieve your goals. Effective time management can help you achieve a better work /life balance, freeing up more time to spend with family and friends. Learning time management skills is an excellent start to improving productivity and achieving more meaningful goals. Read on for some tips on how to manage your time more effectively.
1. Set realistic goals and targets
When setting goals and targets, be realistic to avoid frustration and disappointment. Aim high but also be prepared for setbacks along the way. Instead of thinking about how much time you need to spend on a project, think about what you can achieve in the given timeframe.
2. Prioritize your time and tasks
When it comes to time management, it's essential to organize your tasks and priorities. Prioritizing will help you better plan each day and avoid over-committing yourself. Start by identifying the three main areas of your life – work, family, and social – and assigning corresponding priority levels.
Topic 2: Organizing study
The organizing study can be complex, primarily when multiple classes and extracurricular activities exist. I found that by using Rolfe et al.'s Framework for Reflexive Learning, I could organize my study more effectively and reflect on how helpful the topic was to me.
The first step in the framework is identifying what I already knew about the topic. I knew I needed to create a schedule and stick to it to succeed. I also knew that I needed to find a way to balance my extracurricular activities with my studies.
The second step in the framework is identifying what I learned in class. This was mainly related to the schedule and how to balance my time between studying and other activities.
The third step is identifying what I did outside of class that helped me learn about the topic. For example, I read articles about scheduling and learning methods, which helped me better understand the subject. The fourth step is to determine how to use what I learned in and outside class to improve my studying habits. For example, I created a study plan outlining the steps I needed to take to succeed.
Overall, using the framework was very helpful for organizing my studying and reflecting on my progress. It allowed me to understand better how valuable the information was and how I could improve my skills. Overall, it was an excellent way to learn about the topic and succeed in my studies. I recommend using a similar framework if you want to improve your studying habits.

Topic 3: Reflection
Reflection is a process of self-examination where we critically analyze our thoughts and actions to understand better ourselves and our impact on the world around us. It is a powerful tool that can help us improve our lives and relationships with others.
The Gibbs reflective cycle is a model of reflection commonly used in academia. It is a structured process that can be used to reflect on any experience, good or bad. The cycle comprises six stages: noticing, exploring, assessing, modifying, maintaining, and imaging. In the noticing stage, we become aware of the experience or situation we will reflect on. In the explore stage, we begin to understand the background and its implications. In the assessment stage, we decide what kind of reflection is necessary to understand the experience fully. The modification stage involves changing our behavior based on what we have learned from the experience. The maintenance stage helps us to keep our new knowledge and behavior alive by reinforcing them. And in the final scene, reflection back, we reflect on our experience and share it with others.
When reflecting on an experience, the three Cs must be kept in mind: content, context, and consequences. The content of our experience is what we are thinking or feeling at the moment that we are reflecting on it. The context of our experience includes all the other things happening around us at that time. The consequences of our knowledge are the results of our actions and thoughts at that moment.
There are many different ways to reflect on experiences, but some of the most common include journaling, talking with a friend, and class-based reflection. Journaling is a great way to capture your thoughts and feelings while allowing yourself time to relax and return to them later. Talking with a friend can be helpful in both understanding the experience better and sharing your thoughts and feelings about it.

[bookmark: _GoBack]What I Already Knew About Reflection
I knew reflection was necessary to learn from mistakes and improve future performance. I also knew that it was essential, to be honest with oneself during the process to gain the most benefit. What I did not realize, however, was the full extent to which reflection can improve one's ability to learn and grow. After reading the article, I now understand that consideration is essential for identifying mistakes, improving future performance, and developing a greater understanding of oneself.
Learning outside the Classroom
I learned about reflection through my personal experiences. I have had many experiences in my life where I have had to reflect on my actions and their consequences. I have also had to reflect on my values and how they impact my life choices. Through these experiences, I have learned the importance of reflection in my life. I have also known that a reflection is a powerful tool that can help me to grow and learn from my experiences.
Additionally, I have learned that reflection is not always easy, but it is worth it. I have also learned that reflection can help me better understand myself and the people around me. Through reflection, I have been able to develop stronger relationships and build more meaningful connections with others. In short, I learned about reflection through my own experiences and learning from others.

Benefits of Reflection
1. Raise academic achievement
Using strategies like reflection and metacognition might boost students' academic performance. Students may enhance their knowledge and understanding of a subject by reflecting on class sessions and working to fix the areas where they need the most work. Students that regularly engage in reflective practices, as shown by works like Derek Cavilla's The Effects of Student Reflection on Academic Performance and Motivation (source), are more likely to acquire metacognitive competencies. Reflection alone might help you better grasp a subject or issue; using reflective skills can boost your memorization of complex information and your capacity to devise creative solutions under pressure. Students may utilize thoughtful strategies to increase their performance in various disciplines by keeping a reflective learning journal to record their observations on critical ideas, principles, and teachings. Keep in mind the most challenging parts as well. These reflective learning diaries may help educators identify the strengths and weaknesses of their pedagogical practices.
2. Boost student participation in class
Teachers and students both dislike boring lessons. Students may provide valuable comments to instructors in less than an engaging session by writing them in a reflective learning journal. When students take an active role in their education, they are more likely to grasp even the most complex concepts. Their purpose is to reveal their progress in education via their first impression. It's helpful, for instance, to vary the class's tempo from week to week. A better way to recall what was covered in the course was to have a brainstorming session or make a mind map. Students are encouraged to take risks and think outside the box while developing group projects and presentations. Individual students and small groups are encouraged to contribute their thoughts and questions.
Here, the tables are turned, and it is the students who are allowed to share their knowledge with the class. The students are surprised, which increases their interest in the course and encourages them to participate. The term "active learning" refers to a way of studying in which the student has an active role in acquiring new information and skills. Knowledge is powerful, but it becomes much more so when shared.
Topic 4: public speaking and giving presentations
Assertive communication is one of the most important employability skills that a project manager in the construction industry can possess. Communicating effectively can mean the difference between a successful project and one that ends in disaster. As a project manager, I will be responsible for sharing with various people, including clients, contractors, and other team members. I must be able to convey my ideas and instructions to those I am working with. 
Furthermore, project managers in the construction industry often have to negotiate contracts with other parties. This can be challenging, but it is essential if I want to complete my projects. As a project manager, I must handle complex negotiations discreetly and professionally. I must also be able to keep track of all the details of the contract while still maintaining a sense of urgency.
A key aspect of being a successful project manager is having strong organizational and time management skills. This means managing my time effectively and keeping track of my projects' details. It also means staying on schedule and ensuring that each stage of the project is completed on time.
Another critical aspect of being a successful project manager has strong problem-solving skills. This means being able to find solutions to problems quickly and efficiently. As a project manager, I will often face complex issues that require me to develop creative solutions.
Moreover, some skills I already have that would be relevant to this situation include a good understanding of budgets and timelines, analytical skills, and excellent written and verbal communication skills. Additionally, I have a strong knowledge of construction methods and materials, which would be beneficial in this context. However, I would need to brush up on my presentation skills to give a compelling presentation. Additionally, I would need to ensure that my construction knowledge is up-to-date to advise the client properly. Finally, I would need to constantly learn and educate myself to stay ahead of the curve. Overall, these are some essential skills I would need to practice to be successful in this type of presentation.





