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Introduction 
In this reflective report, I will be writing about a skill that I have learnt and practised both during my time at university as well as outside of university. One skill that I conducted during my course is the use of time management. Time management is a skill that is to be utilised throughout life, and it is important that it is mastered so that one can be as efficient as possible. Throughout this reflective report, I will be using the Gibbs Reflective Cycle structure in order to guide my report and make it more coherent. 

Description  
The skill of time management refers to the ability of being able to allocate your time wisely in order to complete tasks and meet deadlines efficiently (Managementstudyguide.com 2015). It helped me be as productive as possible, so that I could get all my duties completed, whilst also getting to have some free time for myself. As a wife and a mother of three young children, I have many responsibilities that I need to consider, whilst also completing and meeting my university course deadlines. There are many different stages and components of time management. Some components of time management include focus, plan, practice, stress management skills and becoming more aware (Managementstudyguide.com 2015). Focus and planning are important as concentration was crucial when I was figuring out how best to manage my time. Practise is of course mandatory as there is no purpose of planning if you do not actually carry out what you have planned. Stress management is also vital as it kept me grounded and sane in times where I felt overwhelmed. 

Feelings 
Prior to starting to my course in Employability Skills at university, I was afraid and anxious that I would struggle to meet deadlines. This may have been a result of overthinking and not being confident within myself. This is the reason that stress management is crucial within time management. It helped me calmly manage my tasks, without feeling overwhelmed or stressed. I often would end up procrastinating as a result of feeling like I had too many things to do, and I did not know where to start. This led to me not being able to sleep well at night because I was stressed and felt like I was going to miss deadlines for my course at university. I was scared that I would not be good enough, and that my work would not be sufficient to get a good grade. This led to feelings of insecurity. This led to a decrease in my overall self-confidence, both in terms of my university work and my personal life. My loved ones know me to be a confident and outgoing person, but they also noticed a change in my demeaner and attitude. However, I now feel much more confident and content within myself, as I effectively utilise time management in my day-to-day life. I allocate time for my children, my work and myself. This helps me obtain a good work-life balanced lifestyle.



Evaluation 
	A positive outcome that I gathered from practising time management throughout my course at university is that it taught me that there is always enough time, and that I just needed to make time (Mindtools.com 2022). I often felt like I did not have enough time in the day to do both the things that made me happy and complete my work at the same time. However, now I have realised that completing my work in a set time helped me reward myself by enjoying my hobbies after my work is finished. For example, telling myself that I can watch TV once my work is finished helped me have a positive outlook on working because I knew that there would be a reward at the end of It (Mindtools.com 2022). Time management did not only help me with my university work, but it also helped me allocate time for spending time with my loved ones, without needing to worry about my university deadlines. On the other hand, a downside of the experience is that at times, the stress got to me, and I struggled to effectively manage my time. This led to me leaving things to the last minute as I ended up procrastinating. 

Analysis 
If I had to do it again, I would sit and reflect on myself. This is the only way I would be able to know what I am doing wrong and where I am wasting time. This would have helped me improve and grow to be a productive student, to help me meet deadlines and study smarter. I feel that being better organised would have made me upload my work a lot sooner rather than on the actual deadline itself. Furthermore, cutting down on watching too much TV programmes, movies and shows would aid me in producing a lot more work in an efficient manner. Overall, keeping track of my time and monitoring myself would have made things easier for myself in the long term. 

Conclusion 
In hindsight, I feel that I could have done a lot of things differently. I often got distracted by my children, as they would want to see what I was doing on my laptop when I was doing my work. As they are still young children, they are often quite loud when they are playing, which makes it quite difficult to concentrate. It was also difficult to complete tasks when my children were crying, as I needed to help them settle down. To counteract these issues, studying in a library where there is a quiet and calm setting would help me focus a lot better. This would result in me finishing my tasks quicker and submitting my coursework sooner, so that I do not need to worry about missing a deadline. 

Action Plan 
	If I were to approach an analogous situation in the future, the things that I would do differently include studying in a quieter place, eliminating any distractions and completing my work whilst my older children are at school. Firstly, I would study in a library or a quiet café or coffee shop so that I can focus and be in a calm environment. Another improvement would be that I would keep my mobile phone at a distance (StudyMoose, 2016). This is because it will eliminate the temptation of checking if I have any new notifications. It would also help me avoid checking social media or texting my friends and family. These are all distractions that have been quite prominent when I was trying to study. These distractions also hindered me from completing my work effectively. This is because my university coursework usually has a specific word count that need to be met. These distractions made it difficult for me to reach my word count, as I kept doing other things after I wrote a few lines on my document. The last thing that I would do differently if I were to approach a comparable situation is competing my work and getting as many tasks done as possible whilst my older children are at school. This would definitely aid me in being more productive, as I would not need to consider my motherly duties as much as I do when they are at home. For example, when all of my children are at home, I have to worry about giving them their breakfast, lunch and dinner. I also need to give them a bath or shower and make sure that they are clean. I also need to help them with their homework and discuss what they are learning about at school, as well as many more motherly responsibilities. It would also be a better idea to do my university work whilst my children are at school because I too get distracted by my children, and I want to spend time and play with them. 

Summary 
	In summary, I have discussed all the varying ways that I utilised time management. I have also discussed the ways in which I felt that it helped me improve in both my personal life and my student life. I also covered the obstacles that I faced throughout my journey, whilst also explaining ways that I could improve if I were to do it again in the future. I have also used relevant references to enhance the meanings of my discussion. The source has been adapted from Gibbs Reflective Cycle (1988) to support my feelings and experiences. 
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