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 INTRODUCTION
Skills development is generally used to refers to the productive capabilities acquired through all levels of learning and training occurring in formal, non-formal, informal and on job or study settings. Skills developed is an important driver to address poverty reduction by improving employability, productivity and helping sustainable enterprise development and inclusive growth. Its facilities a cycle of high productivity, increased employment, opportunities, income growth and development. It is the ability to use one’s knowledge effectively and readily in executive or performance. In this report I am going to share my experience of time management, reflection and study organising skills.


                  TIME MANAGEMENT
Time management skills are essential because few, if any, of us ever have enough time to do everything that is asked of us, or that we want to do.
Time management is defined as using your time productivity and effectively but what about when you are working as productively as possible, and you still can’t get everything done? It may be better to think about time management as combination of working productively and prioritising your time.
In other words, people who are good at time managements are good at getting on and doing things. They are also, however, better at prioritising and working out what really needs doing and then discarding the other things.
 can do this because they understand the difference between urgent and important.
· ‘URGENT’ tasks demand your immediate attention, but whether you give them attention may or may not matter
· ‘Important’ tasks matter, and not doing then may have serious consequences for you and others.
FOR EXAMPLE
· Answering the phone is urgent. If you don’t do it the caller will ring off, and you won’t know why they called and it might be important. It may also, however, be an automated voice telling you that you may be eligible for having been miss-sold insurance. That’s not important.
· study regular is important. If you don’t do study regularly is very important because its very hard to cover up all study in one day and its also burden upon a student.
· Picking your children up from school is both urgent and important. If you are not there at right time, they will be waiting in the playground or the classroom, worrying about where are you. You may also inconvenience others such as teachers who are waiting with your children for you to arrive.
The distinction between urgent and important is the key to prioritising your time and your workload, whether at work, at home or when studying.
It enables you to work out what to do first, and what can be left and what can be left either until later, or not done at all. For example, if you leave an urgent but unimportant task, you may find that it become unnecessary
Using a grid like the priority matrix below can help you to organise you to tasks into their appropriate categorise:




[image: The Priority Matrix helps you categorise tasks depending on their urgency and importance.]

To use the priority matrix, it is the best to review your task on daily basis. Each day, ask yourself:
· Which of my tasks needs doing within the next 48 hours?
Those are ‘urgent’ works.
· Of the urgent task which one are the important?
it is a good idea to list you tasks in order of importance, rather than giving them an absolute ‘important/ not important’ distinction.
· Of the non-urgent tasks, which ones are more important?

Again its good idea to list them in order, rather than giving them to absolute distinction.
                            ORGANISING STUDY

BEING ORGANISED
At university you will have to organise your work for yourself which means you have to be self-disciplined and use your time effectively. Success is not just about intelligence but about how you use the time available to you. Your ability to use time well will prove useful not just for study but in your future career.
Planning your work in detail may seem like a waste of precious time, however, taking the time to organise will make your studying more effective and save time in the future. The purpose of organising your time is not to make you slave to your schedule, but to free you from inefficient study and anxiety. The idea is to take control of the things you have to do; aim to organise your time by making things happen rather than having things happen to you. If the only thing that drives you is deadlines then you will always be chasing them!

What stops you?
	     Problem
	    NAME
	SOLUTION

	Do you find excuses to avoid beginning your assignment?
	 procrastination
	Reduce the task to smaller, more achievable chunks and add these to your daily timetable or to do list

	Do you find that you are being overwhelmed by the current crisis and have no time for routine work
	Crisis management
	Use priority lists to focus your attention and plan your time.

	Do you find that you cannot focus on one single task? Do you start a task and then change to another thinking that this will be easier?
	Switching and struggling
	Again use your priority list to keep you focused and reduce the tasks to smaller, more manageable sizes so that you have a sense of achievement this will encourage you to persist

	Do you get easily diverted from your work by the internet, television, telephones, and friends?
	distractions
	Find a quiet place to study such as library. Turn off your mobile phone. Plan your leisure time so that you don’t feel guilty when you take free time or recently when you are studying

	Boredom, daydreaming, stress, guilt, anger and frustration reduce concentration.
	Emotional blocks
	Planning your work to allow for short breaks between study and give you time to socialise or pursue your interests will help your interests will help avoid these feeling. Reminding yourself of why you are studying, and your end goal should help you focus.

	Being unwell is unavoidable and can upset your schedule.





	Sickness/family crisis
	Try to build in a buffer of time in your planning particularly when it comes to revision or handling in your dissertation planning to complete your written work a week before hand in gives you emergency time and if all goes well, time to proofread


Personal timetabling
The most successful system for student is to combine short term and long-term planning, making a general plan for an entire semester and a more specie plan for an entire semester and a more specific plan for a time.
The best way to organise is the one that works for you and the following ideas are only guided to help you to find that way.
Planning for the year 
In the first week of your course, you will be given a timetable of lectures, tutorials, workshop, tec This is not the only timetable you will need, and it is not complete in terms of the work you will need to do. it is veery important that you attend all the timetable session whether they are lectures, tutorials, seminars, or workshops. However, you will also need to allow time for personal study. There will be pressures and demands made upon your time throughout the course you can plan for these by developing personal timetable based around the timetable of lectures; in this way you will maximise your chances of success.
To start your personal timetabling. Draw up long-term plan-you might find a wall planner helpful. This will give you an overview of your ahead.
Use the course documents given to you in induction week, including:
· The syllabus for each element of the course,
· Reading lists 
· Assignment schedule.
Be sure to include:
· Assignment hand-out and hand-in dates 
· Special course weeks 
· Work placements 
· Term and semester dates 
· Holidays 
· Commitments to:
1.  Family and friends such as weddings, special birthdays etc.
2. Your interest groups such as team practices, matches, theatre, rehearsals, and performances etc
· Your exams and their provisional dates 
Now you can identify the time available in which you can review and revise your work. You now have the luxury of choosing when and what to study because you have planned. 
 Planning for the week
You can now develop a weekly timetable, which will be more manageable.
Decide on how much time you want /need to study.as a guide most full-time university courses are considered to be the equivalent of an average working week i.e., 35-40 hours to include scheduled classes on campus and private study.
Using a table such as one below, list your current course units, the grade you think you can achieve, and the numbers of study hours per weak to earn that grade.
	         UNIT
	         GRADE
	STUDY HORS NEED

	     xxxxx
	          Xxxxxx
	xxxxxxxx

	     xxxxx
	           Xxxxxx
	xxxxxxxx

	      xxxx
	            xxxxxx
	xxxxxxxx


  how much time I have to study.
Fill in the amount of time speak each week on the following activities.
                                                                          Hours spent
Attending university                                     -----------
Meals                                                               ------------
Sleeping                                                            -----------
Travelling                                                           -----------
Household activities                                         -----------
Socialising                                                            -----------
Relaxing                                                                -----------



	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	7am
	
	Wake up
	Wake up
	
	
	
	

	8am
	Wake up
	Breakfast
	Breakfast
	Wake up
	Wake up
	
	

	9am
	Breakfast
	University
	University
	Breakfast
	Breakfast
	
	

	10am
	Work
	Study
	Study
	Work
	Work
	
	

	11am
	Work
	Study
	Study
	Work
	Work
	
	

	12am
	Work
	Study
	Study
	Work
	Work
	
	

	1pm
	Work
	Study
	Study
	Work\
	Work
	
	

	2pm
	Work
	Home
	Home
	Work
	Work
	
	

	3pm
	Work
	Lunch
	Lunch
	Work
	Work
	
	

	4pm
	Work
	Social media
	Social media
	Work
	Work
	
	

	5pm
	work
	Park
	Park 
	Work
	Work
	
	

	6pm
	Home
	Dinner
	Dinner
	Home
	Home
	
	

	7pm
	Social media
	Family time
	Family time
	Social media 
	Social media
	
	

	8pm
	Dinner
	Study
	Study
	Study
	Study
	
	

	9pm
	Family time
	Study
	Study
	Study
	Study
	
	

	10pm
	Study
	sleep
	sleep
	Family time
	Family time
	
	

	11pm
	sleep
	
	
	Study
	Study
	
	

	
	
	
	
	sleep
	sleep
	
	


Weekly planer

                                             Reflection 
To complete your own personal Development and to complete in job when you graduate, it is important to track of what are you doing in your studies and outside of them. Not only does heil when putting together your CV and job application but reflection on your experiences will boost what you learn for them.
My time before university, during and after is a constant learning experience- whether that is becoming more and more specialised in my subject area or developing my skills and mindsets, for example in problem solving or time management to name a few. I have some experiences that I find easy and natural, and others that are more challenging for me. Reflection allows me to really get the most of my experiences identify which skills and abilities are stronger/ weaker for me and why, and which I need to develop.
GETTING THE MOST FROM MY EXPERIENCES
The more reflection I do the more will start building up knowledge of what skills and abilities are my strengths and which I need to develop. I should then be seeking opportunities that help me to improve and develop my own unique set of attributes.
I must be thinking about what my experience tell about me  about my mindset and my skills. 
	     FOR EACH MINDSET
	    FOR EACH SKILLS GROUP

	· what is my current mindset in this area
	· Usage- which parts of my life use skills in this area? For example. I may use analysis skills in my studies but also in my part time work

	· what impact does this mindset have? how does it influence my actions and behaviour
	· Areas of confidence- for example I feel very confidence in my communication skills.

	· what experience have contributed to developing my mindset?
	· areas of development- for example I feel my weaker thing which develop from this is emotional and getting nervous.

	· what experience will refine and/or strength my mindset
	· I increase my skills in this by doing presentations Infront of many students by this my getting nervousness is now improved.





                                           Conclusion
The final point is the concept of balance. The most important thing that you have can instil in your life id balance and moderation. By practicing the methods, ideas, and the techniques in this book, you will become a master in time and have more time for your family and your personal. The benefit of skills to greater productive, less stress and more opportunities to do the things matter. The conclusion is an opportunity to succinctly answer the “so what?” question by placing the study within the context of past research about the topic I investigated. Demonstrating the importance of my ideas the conclusion offers to chance to elaborate on significance of my finding. Reflection is very important part in in student life for academic growth, and the benefits to stretch out the strength in our chosen career path as well as their personal life.
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