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[bookmark: _Toc121953929]Introduction- Using Gibbs’ Reflective Model in Reflective Time Management
In the following report, I will write about the skill I learned during my first term at university, the Gibbs reflective cycle I will use as this is a popular model of reflection. Reflection is associated with learning a new skill from experience. It is viewed as an important approach for professionals who embrace lifelong learning (Jasper, 2013).
 For this task, I have chosen to write about skills in time management. The model is unique because I will cover each of the six developed stages in Gibbs' model, such as:
· Description 
· Feelings
· Evaluation
· Analysis
· Conclusion
· Action plan
Using this 6-step model, I found it helpful to identify my strengths, areas for development, and actions I could take to enhance my professional skills. The first three steps are related to what happened during the experience, and the second part of the cycle is focused on how I could improve on the experience and outcome in the future. 
· Also, in my content, I will include the definition of resilience, what is agile learning, and adaptability, and explain the meaning of flexibility.

I decided to choose this model because is a wider and more flexible approach to examining a situation in a critical light to enable future changes.
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Description:
Time Management. It is defined as a process of implementing and planning effective control over the amount of time spent on specific activities to increase productivity. I will say it started with the uncomfortable zone now I was willing to take the risk of attending to deal with a new situation not knowing exactly what to do.  Balancing duties at home, work, and the university are not easy or simple. In the beginning, I realized I did not have enough time for studying and getting prepared for my assessment. Every evening I was sitting until late at night reading, translating, and writing notes. I was trying to be on time with my lecture preparation tasks and the assessment submission deadline. Since that time, going late to bed, waking up early, and starting doing other occupations, such as house cleaning, working, family, and many others, almost I was in trouble getting everything done. I knew I am open to new ideas and such situations and finding ways to complete difficult tasks, rather than giving up. Parallel with time management I have to learn to become adaptable which means to me, trying to identify and deal with any- sabotaging personality traits such as fear of uncertainty or change (Gibbs, 1988)
But the main problem wasn't that I didn't have enough hours in the day to get everything done, it was that I didn't manage my time efficiently. Lack of organization, an ineffective must-to-do list, procrastination, and constant distraction all played a role in why I did not get things accomplished the way I wished. I start reflecting on my behavior and thinking and make positive changes where necessary.


[bookmark: _Toc121953931]Feelings: I experienced many varied feelings during this period, starting with a lack of time management, lack of self-confidence, lack of competence in writing reports, and frustration, which produce feelings of stress and discomfort, at that moment, I might decide it is better to avoid or stop learning. I felt quite disappointed that there was a lack of rehearsal and coordination in the report's preparation and writing. However, it was the hardest thing to get into. The good thing having my husband by my side and encouraging me every day helps me become more motivated, I knew that motivation drives change. Knowing that the submission deadline was approaching determined me to work harder each day and complete the assignment before the deadline. I implement time-management strategies to help me manage my time more wisely to accomplish my task. The first strategy I set up was prioritization thing and helps me to take a step-by-step approach to academic work, which is an extremely important time management strategy. In this manner, I started setting up strategies, so my feelings were more in control, and I had the confidence to decide how to allocate my time most productively. Day by Day, my weaknesses converted into strengths, such as feeling more confident and motivated, good planner, and multitasking.

[bookmark: _Toc121953932]Evaluation:
Attending university and living my own life as a mother, wife, daughter, and employed person, I find it difficult to be organized, efficient, and a good time manager, I did release from the beginning that things are going in the wrong way. I have been tasked with writing reflective reports and expressing my emotions. Knowing that I have to write 2000 words report initially seem so difficult. I wanted in a few days to be done. At the time, I could not believe the tasks would be handled, and I was unable to think I would have enough time and competence to complete my reporting and parallel my duties in life. And always I found excuses, avoiding starting with the hard things. Initially, I reacted badly and anxiously. Importantly, I have the encouragement of my family members and all the support from university members every day. I felt good this way because I could advance more firmly. I learned and understood how to adopt time-management strategies, which was a positive conclusion. Improving my time management helps me both personally and academically and reduces my stress. This is evident and relevant right now since I occasionally have free time. At the time, all my assessments were due on that date. Afterward, a felt the situation of writing about time management skills almost was resolved.



[bookmark: _Toc121953933]Analysis:
When I started my course at university, the situation and many other things went badly, I felt rushed and overwhelmed. A few things that made the situation go wrong were the long study sessions and working a lot. I did not sleep enough, not letting my mind rest and being distracted. In the past, I did not juggle multiple tasks, and I now ended up being less productive. However, at that moment all was wrong, I always knew is gaps require improvement to become better. I began thinking about what went well which was communication with my family members and what was bad which was poor timing. I continued to follow Gibbs’s strategies and asked myself questions like, "What are my most common distractions, for example, email or social media?" Why am I responding to phone calls that did not matter at that moment? What knowledge do I need to set it up? what are the habits I must break urgently, but later will be worth it?  (Cumbria, 2020)

[bookmark: _Toc121953934]Conclusion: focused on my personal situation and from my individual perspective I have learned the way how to manage my time. I will continue to say I learned a lot from this such as the importance of communicating and creating habits, organizing, prioritizing, and distributing the workload according to individual strengths all of each I will implement this every time.
,, We first make our habits, and then our habits make us’’
 (John Dryden).
[bookmark: _Toc121953935]By following time management strategies such as keeping a must-to-do list, creating my timeline, setting short and medium-term goals and deadlines for myself, and prioritizing work by completing urgent and important tasks first, not effortless ones. Although this was challenging from the start, I enjoyed doing the complicated tasks as they kept me aware.
Action Plan- This experience has made me realize that I need to improve my time management skills. I plan to keep updating my knowledge and expertise through formal training and education. Also reading more books and watching tutorials to ensure I can continue to improve my skills as I level up. In fact, I need to communicate more about learning skills more often about my priorities and obligations to my husband so that he can appreciate the importance I place on them. To stay motivated and avoid feeling overwhelmed, I made a list of everything that absolutely needed to be done during the next several weeks. Having learned and discussed my mistakes, I will be better prepared to avoid a similar situation in the future. Trying to become a better me. Especially before starting report to simplify my work, I will plan to write a particular number of words per day. For example, I could set a target of 200 words per day. Breaking down my words into small numbers makes it so much easier to handle and not become overwhelmed.
[bookmark: _Toc121953936]Conclusion - From my perspective, it is a challenge I am trying to get in with every lecture. By following Gibbs’s strategies, I can identify many improvements and know exactly how to overcome those barriers that caused my performance to be compromised. Gibbs’s reflective cycle in time management skills has made the most impact on my studies this term, making me feel significantly better prepared for my undergraduate degree. A decision to embrace the stress and the risk of performance drop will lead to greater learning and growth. As always keep in mind the performer dealing with their failure. Once I step out of my comfort zone, I acquire learning and growth. I things I went through all the stages of my comfort zone. Began from the fear zone, stepped into the learning zone, and am still in the growth zone. 
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