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[bookmark: _Toc130893011]Introduction
Academic skills are the set of competencies that help students to succeed in their educational progress (Rose et al., 2020). The methods of development of “time management skills” or the techniques for managing time more competently will be highlighted in this reflective account.



[bookmark: _Toc130893012]Main discussion
Time management is referred to the coordination of practices and tasks to magnify the effectiveness of an individual's efforts. Time management is very important for learners to succeed in their academic progress (Alvarez Sainz et al., 2019). Preparing an effective routine, prioritising hard tasks and setting a reasonable schedule are the significant factors through which I have learned time management skills. In the development of my time management skills, I have also learned various critical lessons from several popular learning theories mainly from Kolb’s model of learning. Kolb's learning method helped me immensely in my time management approaches as the theory suggests the concept of converting my experiences into knowledge. 
“Concrete experience stage of the model”: Recently, I participated in one of the group presentation programs conducted by our university based on the time management abilities of the learners. In that program, we were given a particular task to complete in the given period. I was among the 6 participants to present the PowerPoint presentation concerning the significance of time management.
“Reflective observation”: During my participation in the group presentation there were several elements which were positive for me and also there were other elements which pose a negative experience in my time management experience. During my participation, one of the positive elements was effectively distributing the task and activities among the individual members. We have distributed the individual task and activities effectively according to the strengths of individual members. However, there were also negative experiences during the participation in the group presentation. There were different problems such as lack of engagement and contribution of the members in a task. In the later stage of the practice, some of the members were late to submit the work which increased the workload affecting the team dynamic. I have also faced difficulties to engage in different tasks due to ineffective schedules and planning. I have also faced problems in the completion of the project due to not prioritising essential tasks and setting effective deadlines.
Abstract conceptualisation, during the analysis of my previous experience, it can be concluded that my schedule is one of my weaknesses which is affected by my ability to effectively manage time. Due to a lack of schedule, I was not able to remain engaged in my task. I was not confident to create my plan about how I will efficiently complete my task. I tackled numerous barriers interrupting me in my work such as anxiety, expectations and distractions but it was not enough to succeed in the program as there are various other issues which impacted the performance of our entire team members. Every member of our team started doing their task in their way but due to a lack of team spirit and support, we were not able to properly cooperate with our team members and it influenced the overall performance of our team members. I was unable to perform the task effectively due to lacking the deadlines of the task and not being able to gather sufficient information to conclude effective findings.
Active Experimentation: It motivated me to develop my time management competencies which are very significant not only in such participation but also play a key role in my future progress. I realised the importance of managing time efficiently and how it will impact my academic performance. I have to make an effective schedule for my academic task identifying my available time and prioritising my activities. I have to implement “Time slot scheduling” approaches to manage my time more efficiently. To make my time management abilities more competent, I have to establish a “To-Do list” and a plan. Blocking out distractions and setting reminders for all my tasks is very important for managing my valuable time. Setting up clear goals and deadlines is the critical element to improving my "time management abilities". To manage time methodically, I need to break down or analyse tasks into small chunks as doing this will assist me to understand the task more productively and competently. I have learned after participation that to manage time in a proficient and productive method, it is very important for learners to create a competent schedule and practice decision-making on a daily basis.



Reflective Experiences
While participating in the program, I learned various lessons from others group members as I questioned how they can manage their valuable time. They also advised me to follow effective approaches they are making for the development of proper management of time in their everyday life. Despite being demotivated, it empowered me to further acquire time management knowledge for improving my academic performance. I came to know that the main reason behind my failure is that I easily get distracted by external factors such as outer noise and interruptions. While participating, I observed that there are not only one but various reasons for being late. I was not properly focused on my work. The stages of Kolb's model enable me to make predictions, analyse my tasks, and create plans for the gained knowledge in my future. Analysing tasks is the most special technique which I have learned from these stages and has hugely supported me to develop and improve my skills namely time management, critical thinking, problem-solving and decision-making skills. Each phase of “Kolb’s learning cycle” has helped me to develop essential academic skills for my future development. It is very important to break bigger tasks into small, uncomplicated tasks which I always use to practise regularly for developing and improving my "time management competencies". I always make use of planning tools recommended by various time management specialists to improve my productivity I came to know that it is very significant for learners to prepare an effective schedule to manage their valuable time in a competent method. I need to remain engaged in my tasks to meet my expected outcomes. Setting clear goals and making proper planning approaches are of utmost importance for the development of academic abilities (Morris, 2020). I have learned that the effectiveness and efficiency of the task highly rely on the engagement of the learners. 

[bookmark: _Toc130893013]Conclusion
The discussion regarding the efficient management of time and the techniques beneficial for managing time more productively and proficiently is highlighted in this reflective description. 	
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