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Introduction 

When working on a project there are certain skills and capabilities individual have to learn and use to make project successful. While defining project Laster (2007) suggests that project is an enterprise or entity in which an individual or a group try to achieve specific objectives within a specific time and specific cost. A project have a specific goals or objectives, a specific scope, time and cost boundaries. Time is one of the key element in project success. Without effective team management projects cannot be succeed. Communication is another important factor which is important for the success of a project.  
This report is written to reflect upon my learning during the project we have carried out. Project has been carried out in a group. A group of four people were responsible for preparing and delivering a presentation on three key areas; sustainable environment and globalization, Leadership and entrepreneurship and community participation. This report starts with my learning reflection on three key areas; Time management, delegation and interpersonal communication. 
My Reflective
Reflecting upon a learning experience enhance learning and further develop the skill level (Ramsey, 2006). I am reflecting on the learning and skills development of time management which I have achieved during the project. I am also reflecting on my learning experience and skill development in delegation which is another important skill I have learned. I am also reflecting upon interpersonal communication skills which is another important skill I have learned during the project management. 
Time Management 

According to Wilson (2015) a project cannot be succeeded without the time management. Time management means using time efficiently and productively (Downs, 2016). In project management’s context time management means meeting project aim and objectives in agreed time, meeting all the deadlines and making the optimal use of time (Young, 2013). When I started with the group I was very hard for us to manage time. I was nervous that how to manage a time to meet presentation deadline. There were three main areas of research and require a lot of work to complete ten minutes presentation. We were not very much familiar with the three areas of research (sustainable environment and globalization, Leadership and entrepreneurship and community participation). So we need to do thorough research and then evaluate the data to make power point presentation and then presenting on given date. It was a challenge for us. For managing time effectively we have used main time management strategies; Time matrix and schedule. Time management matrix is a tool which help in organizing different tasks on the bases of urgency and importance (Covey, 2016). Time management matrix is shown in the figure below 
Figure 1: Time Management Matrix 
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(Source: Covey, 2016)

For making detailed schedule the key tool we used was Gantt chart. Gantt chart is tool, normally made in excel and show key tasks, start and end dates and progress of different activities (Clarke, 2017). Gantt chart is illustrated in the figure below 
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Delegation 

Delegation is other important skill I learned in project management experience. Delegation means giving responsibility to others, so burden can be shared (Malone, 2015). Delegation is key strategy to manage time effectively and sharing the burden. With delegation other people share the task or certain task responsibilities which not only help in effective time management but also helps in enhancing productivity and efficiency (Chan, 2004). In our project our team leader have delegate some of the tasks to everyone and gave us dead line to complete. As one of the team member was responsible for data and information search. I was evaluator and my job was to scan the data and extract key information that can be used for making presentation. Third team member was responsible for making presentations using that data. Team leader was guiding us and also helping in scanning and checking the data. He was also responsible for managing the team and ensuring that final presentation is ready to present. This experience told me how easy it is to manage time do things efficiently when responsibilities are shared and work is delegated to people who have skills and capabilities to do the job. 
Interpersonal Communication 

Finally the last important lesson I have learned was interpersonal communication. Communication is a means of getting information, giving information or sharing information (Ledden, 2014).  On the other hand Wood (2015) suggest that interpersonal communication is a process that help people to exchange information, feeling or meaning with the help verbal and non-verbal messages. Interpersonal communication is a face to face communication. Interpersonal communication is very important in project management especially project team is working together and spending most of the time together. In our case when we were doing our project we were meeting face to face every week, so interpersonal communication was key. Effective interpersonal communication helps in building relationship and trust among two or more people. With effective interpersonal communication we were able to share information and data more effectively. It also helped us to manage any kind of conflict raised between the group. According to Fitch (2015) interpersonal communication is key to manage conflict as conflict is one of the common factor in group work. For enhancing efficiency and productivity interpersonal communication is also important. When people communicate with each other, they share information and learn from each other. I have learned that during the project with the help of interpersonal communication we developed trust and relationship and we shared our knowledge and information to complete the shared task. I also learned, that interpersonal communication us to resolve conflict or issues in the group.  
Conclusion 

It is concluded that a project cannot be succeeded without the time management. Time management means using time efficiently and productively. In project management’s context time management means meeting project aim and objectives in agreed time, meeting all the deadlines and making the optimal use of time. For effective time management key strategies are time matrix and schedule. Time management matrix is a tool which help in organizing different tasks on the bases of urgency and importance. For making detailed schedule the key tool is Gantt chart. Gantt chart is tool, normally made in excel and show key tasks, start and end dates and progress of different activities. Delegation is other important skill I learned in project management experience. Delegation means giving responsibility to others, so burden can be shared. Delegation is key strategy to manage time effectively and sharing the burden. With delegation other people share the task or certain task responsibilities which not only help in effective time management but also helps in enhancing productivity and efficiency. Finally the last important lesson I have learned was interpersonal communication. Communication is a means of getting information, giving information or sharing information.  Interpersonal communication is a process that help people to exchange information, feeling or meaning with the help verbal and non-verbal messages. Interpersonal communication is a face to face communication. Interpersonal communication is very important in project management especially project team is working together and spending most of the time together.
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Learning Log 

My group was based on four members. A group of four people were responsible for preparing and delivering a presentation on three key areas; sustainable environment and globalization, Leadership and entrepreneurship and community participation. While together we have some good times and bad times. Like at one point team members were disagree about the way presentation was made and tasks were allocated. We did team meeting and discussed the issue in detail and came up with the solution which was of for everyone. We find time management hard in the beginning but soon everyone learned to stick to the schedule. We were meeting on weekly bases and were also communicated by phones and emails. In our project our team leader have delegate some of the tasks to everyone and gave us dead line to complete. As one of the team member was responsible for data and information search. I was evaluator and my job was to scan the data and extract key information that can be used for making presentation. Third team member was responsible for making presentations using that data. Team leader was guiding us and also helping in scanning and checking the data. He was also responsible for managing the team and ensuring that final presentation is ready to present.
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