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When I initially started this course, my biggest struggle with adjusting to the course was managing my time. After I got into the routine of attending classes regularly, in order to make sure I could keep up with all the assignments, I knew I needed to work on my time management. I starting by going through the lecture slides on time management and conducted my own research on effective time management methods using various articles by experts.  Using the useful tips I found during my research, I made a list of what I need to do within a certain time period and prioritised all my activities and assignments and started creating an action log for myself. The next crucial step for being able to make effective improvement and implementing my time management plan correctly was reviewing my use of time on a weekly basis, and from there I could see if I was using my time effectively. According to Crutsinger (1994), ‘time management involves determining what one should do by setting goals, deciding which events are the most important and realizing that other activities will have to be scheduled around them (prioritizing), making decisions about how much time to allow for certain tasks (time estimation), adjusting to the unexpected (problem solving), reconsidering goals and priorities on a regular basis (evaluation), and observing patterns and trends in behaviour.’ Using Crutsinger’s teachings on how to make the most of time management, I was able to review my schedule and make a better plan for every week. After a few weeks of implementing and constantly reviewing my work, I noticed I was getting better with my organisation and time management and I think my biggest help was my action log. I also experienced improvements mentally and I felt a lot more stress-free as I had a clear plan of the tasks I needed to accomplish. As an experiment, for one week, I followed one of the seven most popular time management theories – the Pomodoro technique.

The Pomodoro Technique:
	Step 1
	Choose a task

	Step 2
	Set a timer for 25 minutes

	Step 3
	Work on the task until the timer goes off

	Step 4
	Once the timer goes off. Check off the item on a piece of paper

	Step 5
	Take a short break

	Step 6
	Every four Pomodoros, take a longer break


https://sereneapp.com/7-time-management-theories-reviewed/

Cognitive and intellectual skills:
In order to use our time effectively, as Kelly (Kelly, 2002) emphasised, individuals must first be able to predict how much time is needed for an activity and as a learner I agree with Kelly’s suggestion. There are many debates over how best to approach time management and I have realised that effective time management includes being aware of self, structuring time appropriately, setting goals and priorities, and scheduling time for activities and scheduling time for relaxation.

	Date
	Activity
	Time
	Priority

	23/11/21
	Assignment
	6-8pm
	Urgent and important

	23/11/21
	Phone call
TV
Evening walk
	6-8pm
	Avoid



Paraphrasing
After conducting my own research to further add to my knowledge, I understood that paraphrasing is summarising someone else’s words into your own words and interpretation. However, it is still important to make sure the original source is quoted properly and not claimed as my own work as it could cause plagiarism issues. Forbes (Forbes, 2021) describes paraphrasing as ‘a solid means of truly and completely attempting to understand what the person communicating with you is really trying to say.’ Using Gibb’s ‘Reflective Cycle’ (1988), I evaluated the use of paraphrasing in my work and how I could it better to keep improving in future tasks. After some further reading on Forbes’ article, I learnt that paraphrasing will be a very useful skill for me in both my assignments and personal life as it helps me keep my writing concise and to-the-point and will also help me to better understand the information by translating it into my own interpretation. As ACAP (Australian College of Applied Professions, 2021) correctly explains, ‘Paraphrasing is not substituting a few words or rearranging sentences.’ The process of interpreting the information myself will make it easier for me to share my thoughts and ideas with people more clearly because I will have a better understanding of the topic. I have started to implement this into my work by rewriting sentences to make my work easier to understand. This has helped a lot to stop me from overcomplicating my work and keeping it simple. It also increases the readability of my work by shortening word classes to make the sentences flow more easily. However, I have learnt that it is very important to make sure the original meaning of my work does not change when I’m paraphrasing as it’s important to get the original point across. This will help me a lot in my professional work in the future, especially when I have a lot of information to retain. I will also use paraphrasing to make my work easier to manage. As a teacher, it will be a useful skill when I organise and plan lessons as it will help keep students engaged whilst still delivering all the key information they need. Paraphrasing is also a good way of displaying my professionalism and creating a good impression for myself, by showcasing my knowledge and understanding of the topics.  Using Gibbs’ evaluation techniques, I practised paraphrasing my work multiple times to see which methods worked best for me and I found that bullet pointing my key points helped me stay on track with my work.
[image: Diagram of Gibbs' Model of Reflection.]
Gibb’s ‘Reflective Cycle’ (1988)

Summarising
As explained by ACAP (Australian College of Applied Professions, 2021), summarising involves ‘explaining an idea in a shortened form.’ Summarising is a key skill for me, both in my education and career as I receive a lot of information everyday so, therefore it is important for me to be able to quickly identify and understand what the key points of information are. Similarly to Forbes (Forbes, 2021), I also believe that summarising is a fundamental skill to use both academically and in the workplace as it allows you to save time and work more efficiently and also show others my effective communication skills in an environment where it is widely valued. Once again, it is important to make sure that the original source of the information is quoted correctly, either through in-text citations or a reference list. Summarising will also help me to be more analytical and evaluative to differentiate between what information is important or not. Gibbs encourages evaluation in order to reflect on progress, therefore, to evaluate the effectiveness of summarising in my work; I shared my work with my peers and lecturer and asked for their feedback. This helped me to make sure I was using my summarising skills correctly and my work was clear and precise to the reader. I then used the feedback to continuously improve upon my work. Summarising will be a helpful skill in my career as I will need to make sure I am not bombarding my students with information so that they can focus on only the key information that they need and stick to the main points. Furthermore, summarising will help me better present my ideas to my peers and co-workers as it will show my understanding on the topic. 

Public Speaking
After many years, I got to experience speaking in public again. Initially, I was daunted by the idea of public speaking but after spending a lot of time researching and preparing my talking points, I was confident with my speaking points. On various occasions in my career, I was required to communicate with staff and students so I already had the confidence needed in order to speak in front of the whole class. I knew making eye contact would be an importing factor for communicating effectively with my class, therefore, I memorised as much as I could from my slides and used speaker notes to make sure I wasn’t staring at the slides and was able to make eye contact with my class. This helps make the presentation more engaging because I know from previous experience that less people will pay attention if the presenter is just reading from the slides the whole time. Watching my fellow students presenting was also very helpful for me as I got to observe what they were doing well such as using lots of animations to make the presentation more interactive and engaging. By observing others, I was able to analyse areas of improvement for myself so I can deliver a better presentation next time. Another way I tried to make the presentation better by making sure my voice was loud and clear enough so that everyone would be able to hear the information. This shows the listeners that I am confident and have good knowledge about the information I am presenting. Another important part of my public speaking was keeping within the time limit provided. I had a lot of information I wanted to get through but I needed to respect the time that was given for the presentation so I used the paraphrasing and summarising skills I learnt in class to highlight the key points of information. After having the experience of public speaking, I am more confident in using these skills in my career to better communicate with staff and customers and present my ideas clearly. One key point for me to improve on in the future would be to make my work more engaging by asking questions throughout my presentation. This will make my speaking more interactive and interesting for the listeners which will encourage them to pay attention to the information I am presenting. 

Conclusion
When I reflect back on my experiences, I can proudly say I have improved a lot personally and academically after implementing all these new skills into my work this last term. At the beginning, having returned to the classroom with new faces and a new environment after a long time, I felt nervous but as I progressed I felt much more confident learning and improving myself again. I also had a lot of support and encouragement from my fellow students. I was able to relate myself with others in the classroom and work together to better ourselves. By the end of the public speaking presentation, I was feeling more confident and settled. In the future, I will be able to utilise all the skills I have learned to help me manage time well and organise myself better using the Pomodoro technique and action plan for different tasks.

I will also continue to create new personal action plans for myself as it is a very useful way for me to stay focused on my goals and the tasks I need to complete. I will keep myself up-to-date with ongoing training and by attending webinars and doing more research about providing high quality teaching. It will be essential for me to regularly self-evaluate myself, using techniques such as SWOT analysis, to make sure I am on the right track to achieve my goals and to help me identify my strengths and weaknesses so I can continue to work upon them. Constantly reminding myself of my goals and objectives will help me to stay motivated and focused on my goals and how to achieve them. Throughout my journey I had a positive experience by identifying the obstacles that were getting in the way of me achieving my goals and working to solve them. Now when I apply for a job, I will be able to work to use my new skills, such as time management and summarising, to work to the best of my abilities and complete all my tasks and goals on time. 
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
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What is the importance of these skills:

Academic and employability skills will help with:



Good spoken and written English



Time management



Work well under pressure



Good organisation



Decision making



Problem solving
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I would like to be a head teacher in a primary school. I have good leadership skills and I’m a quick learner. I am a good team player. 
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Conclusion

Now I am able to use time management skills to work under pressure. By using paraphrasing technique, I’ll be able to keep my work 

simple and only keep important info to work more efficiently. Working with a time limit, in the future, it will help me to stay organised 

and meet deadlines.
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