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[bookmark: _Toc15733739]Introduction: 
In the modern world, time has an unlimitedly divisible and usable commodity and time has a great importance. Time is calculated by hours, days and years, etc., but each of us has a limited number of hours. Just 24 hours a day. Although time-consuming is efficient and effective, the further rise in expectations for contemporary staff of the level of expertise and abilities increases the need for time management. Time management plays an important role in enhancing academic achievement and accomplishments of learners, as planning our job enables us to spread our job throughout a session. In 1911, in collaboration with the job of Frank and Lillian Gilbreth Frederick winslor wrote Taylor's book The Principles of Scientific Management as launching pad for the present time management. And now, only self motivation; performance, skill and motivation make time management possible in this Modern Era. In this assignment how time management impacts on student’s daily life and study habit is discussed.  


[bookmark: _Toc15733740]Time Management:
Time Management is the organization and planning of how to divide one’s time between particular operations to increase efficiency, productivity and effectiveness. Good time management is a meta-activity that aims to maximize its general advantage by making it smarter – not difficult – to function so that even if the time is narrow and pressures high, one can do more in less time. As per Macan, Shahani,  Dipboye  &  Phillips (2011) “The  road  to  success  in  social  life  passes  through  effective  and  efficient working which is only possible via time management”. A time management scheme is a constructed mixture of procedures, instruments, techniques and methods and time management fails to affect efficiency and cause stress. In my life time management basically focused on three things: Allocating time to study, Using that time effectively and balancing the time requirements of different aspects of my life.  
[bookmark: _Toc15733741]Activities take time: 
A normal collage going students usually uses their time on sleeping, leisure and sport, working and related activities, educational activities, eating and drinking,  grooming, travelling and some others activities. For what activity they usually spend their time is given below through a chart: 



From the above table we can say that most of the students take maximum time from their daily life basically in 3 things and they are: (1) Sleeping, (2) leisure and sports and (3) Educational Activity. 

[bookmark: _Toc15733742]Daily Time Management: 
A table which covers what I need to do in my daily time, priorities for each work and estimated time requirements for each work are given below: 
	List of activity needs to do
	Prioritization 
	Estimate Time requirements

	Lectures and Classes
	High
	4 hours

	Study
	High
	4 hours

	Family time
	Medium
	2 hours

	Recreation
	Medium
	1 hour

	Sleeping
	High
	8 hours

	Eating
	High
	2 hours

	Travelling
	Low
	2 hours


[bookmark: _Toc15733743]Whether I use time efficiently:
I think I try to use my time efficiently but I should do more efficiently so that I can give more time in my educational studies and gathering more knowledge. For watching TV and using social Medias I waste 3 hours per day. On the other hand for doing study I spend 3 hours per day. So I cannot properly utilize my daily time efficiently.
[bookmark: _Toc15733744]How I waste time: 
Time can help us organize and structure our daily activities, but if we don't use them properly, efficiency will be hampered and causes stress. Sometimes in a conscious or subconscious mind I waste my time. For using Facebook and instagram for a long time, for gossiping meaningless topics with friends and for watching TV I waste my time for 3 to 4 hours per day. But I can use this time for some constructive discussion and gathering knowledge.  
[bookmark: _Toc15733745]What or who distracts me from study: 
 Sometimes my own laziness distracts me from study. Sometimes social media and both family and friends distracts from study. And finally some social issues for example traffic jam and other issues distract me from study.
[bookmark: _Toc15733746]Do I need to plan out my time: for the year? For the term?  For the week? For the day? Each piece of work? : 
 Yes I should make plan for the year but not for each piece of work. For example I can make a plan for some educational courses or other technical courses in the time of my vacations which help me to enhance my knowledge. Also I need plan for my weekly time management. For example I can prepare some list of work related to university’s assignments and tests so that I can do my assignments with a relax mood not in a rush so that I can understand each topic more effeminately and effectively. For each day I should prepare some flexible plan so that I can change them with the need of situation. 
[bookmark: _Toc15733747]Do I waste time getting started? 
Yes sometime I waste time getting started. Sometimes I do not go for sleep and waste time in social media for no reason. Sometimes I do not study my daily lectures and accumulated them for the exam. And when the exam knocks at the door I cannot finished all the lectures as I didn’t cover them during the holidays. Sometimes I cannot attend my classes because I cannot wake up timely for classes. I should not waste time getting started and do my works within times. 
[bookmark: _Toc15733748]Do I make the most of spare moments?
No. I do not make the most of spare moments. I try to do my studies for 3 hours every day. I try to cover my everyday lectures. But sometimes I go for vacations which I think are also important for recreations. But sometimes I waste time for overspending time on facebook and gossiping with friends via telephone. 
[bookmark: _Toc15733749]Do I find time passes and I don’t know what has happened?
Sometimes it is happened that time passes and I don’t know what has happened. Sometimes I use mobile and two to three hours passes and I don’t know what has happened. I should more careful at the time of using mobile and other social networking services. 
[bookmark: _Toc15733750]Organization and Time Management: 
Time is our biggest asset, but the basic problem is that time cannot be managed easily. There are some time management tools which help us to control our habits. First of all Diaries is a great time management tool that will assist to decrease the "mental power" you have wasted attempting to remember all you can use for more valuable ideas now. Action log or trackers is also one kind of time management tool through which is a document describing how, where, and when time is spent, and helping us to identify the waste of time. Lists, Tidy workspace, organized paperwork, Filing systems are also some time management tools.
[bookmark: _Toc15733751]Time Management Review:  
	list of how I
spent My time( Last Two Days)

	Time
	Activity
	Time Required
	Priorities
	Delays and Interruptions

	
	High
	Medium
	low
	

	6:00-6:30
	Wake up from bed and clean the room.
	30 mins
	
	
	
	

	6:30-7:00
	Having breakfast 
	30 mins
	
	
	
	

	7:00-9:00
	Going to University
	2 hours
	
	
	
	Delays for traffic jam

	9:00-1:00
	Attending my classes
	4 hours
	
	
	
	

	1:00-2:00
	Coming back from class
	1 hour
	
	
	
	

	2:00-3:00
	Take a shower and having lunch
	1 hour
	
	
	
	

	3:00-4:30
	Taking rest and watching TV
	1.5 hour
	
	
	
	

	4:30-7:00
	Having snakes and go for a walk
	2.5 hours
	
	
	
	

	7:00-10:00
	Studying
	3 hours
	
	
	
	

	10:00-10:30
	Having dinner
	30 mins
	
	
	
	

	10:30-12:00
	Using Facebook and other social medias
	1.5 hour
	
	
	
	


[bookmark: _Toc15733752]Creating Time Log: 
	To Do List- Weekly

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Time
	Activity
	Time
	Activity
	Time
	Activity
	Time
	Activity
	Time
	Activity

	6:00 AM
	Wake up from bed and having breakfast
	7:00 AM
	Wake up from bed and having breakfast
	6:00 AM
	Wake up from bed and having breakfast
	7:00 AM
	Wake up from bed and having breakfast
	6:00 AM
	Wake up from bed and having breakfast

	7:00 AM
	Going to University and attending classes
	8:00AM
	Going to university and attending classes
	7:00 AM
	Going to University and attending classes
	8:00AM
	Going to university and attending classes
	7:00 AM
	Going to University and attending classes

	1:00 PM 
	Coming back home and having lunch
	12:00PM
	Going for lunch with friends and discussed about different lectures and group studies.
	1:00 PM
	Coming back home and having lunch
	12:00PM
	Going for lunch with friends and discussed about different lectures and group studies.
	1:00 PM
	Coming back home and having lunch

	3:00 PM
	Taking rest 
	4:00 PM
	Taking rest
	3:00 PM
	Taking rest 
	4:00 PM
	Taking rest
	3:00 PM
	Taking rest 

	4:00 PM
	Going for some co curricular courses
	5:00 PM
	Going for a walk
	4:00 PM
	Going for some co curricular courses
	5:00 PM
	Going for a walk
	4:00 PM
	Going for some co curricular courses

	7:00 PM
	Study Time
	7:00 PM
	Study time
	7:00 PM
	Study Time
	7:00 PM
	Study time
	7:00 PM
	Study Time

	10:00 AM
	Dinner and family recreation
	10:00 AM
	Dinner and family recreation
	10:00 AM
	Dinner and family recreation
	10:00 AM
	Dinner and family recreation
	10:00 AM
	Dinner and family recreation

	11:00
	Planning for next day and try to set up everything according to the activity log
	11:00 AM
	Planning for next day and try to set up everything according to the activity log
	11:00
	Planning for next day and try to set up everything according to the activity log
	11:00 AM
	Planning for next day and try to set up everything according to the activity log
	11:00
	Planning for next day and try to set up everything according to the activity log



[bookmark: _Toc15733753]Create Efficiency: 
For the maximum of health and personal efficiency, time management is essential. The extent to which one feels in control of one's life and time is an important determinant of one's inner peace, harmony and well-being. For creating efficiency of time management in our life we can take the help of different time management tools for example Diaries, Action log, Lists, Tidy workspace, organized paperwork and Filing systems. From the above part I create an action log for my study for a week. But this action log will be meaningless if we do not set smart goal. Smart goal means setting the action log by considering five things. First of all the action log should be specific that means what I want to do must be specific. Secondly we should list down in a way that the time could be measurable. Thirdly we should make the list in a way that it seems to be realistic and achievable. We make something that totally unrealistic cannot be achieved by us is totally worthless for us. So we should make them smartly so that we can achieve it through our self control and willingness. I make the action do list above by considering all these things. Moreover I consider body clock, geography and appropriate multitasking. Usually our natural body clock tells us that during the course of the day there are peak times for our performance. The times are usually 10 AM to 11 AM in morning of a day. And in this time I do my classes in the university so that my action log does not go against my natural body time. Then 6 Pm to 9 PM is also a body clock time where we can thick creatively. And during this time I do my studies and sometimes some extra course. So I do my action log by considering my body clock. I also consider appropriate multi tasking at the time of creating my action log. In Tuesday and Thursday I went to have lunch with my friends. And during this time my friends talk about different lectures and to solve difficult topics. In this way I do both recreations and problem solving at a time. In this action log I do not consider the Saturday and Sunday. Because during these two days I usually go with my family for enjoying the weekend. I usually do not do my studies during these two days. 
[bookmark: _Toc15733754]Compare with My Partner: 
After reviewing and revising my “To do” list I compare my action log with my partner. And after comparing I find some differences. There are differences in our study time schedule. I found that he usually do his studies in the night time after 10 PM. On the other hand I usually do my studies before 10 PM. When I asked him why he does his study in the late night, he answered that his body clock preferred this time. He cannot do his creative thinking in the evening rather he prefers in the late night. Also he wake up after 10 AM usually which also does not match with my action log. Finally in the time between 6 PM to 10 PM he spends his time on social media which he mentioned as recreations. I usually prefer them after my study time. These are the differences between my action log and my partner’s action log.  





[bookmark: _Toc15733755]Conclusion: 
When time has passed, it's lost forever because not like money, time cannot be spent, saved, paid and invested and we get time only once. That’s why time management is important for everyone’s life especially for a student’s life.  Time enables us organize and structure our daily operations and each student should have the capacity to manage time, which involves setting objectives and priorities, using the system of time management and the use of time. In this assignment there are several things covered related to time management. We try to describe a relationship of time management with a student’s daily life. Here first of all I share my everyday task and an estimated time schedule for each task. Then I show an actual picture of how I spend my each day. And then finally I created a action log (to do list) for a week of my life. When creating the action log I also considered my body clock, life hacks and different multi tasking effect. And finally I compared my action log with my partner and review these all. 
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Trinity Saint David Academic and Employability Skills (ACE) —term 1
LONDON BMSWA4001
In-class exercise 2: Summarising

Student Name: /4/"*{0(//!/%0 GW5 studentip: (/Y 234

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi und_e_rf@_pgs that its customers want
ill demonstrate how

Aldi uses. Iean approach to its business operations to offer its custorr’n‘ers quality products ‘at
comp/m:me-puces What dlstm uishes Aldi from its competltors is its competitive pncmg strategy
without reducing the quahty of its products. In fact, in some cases Aldi’s products are 30% cheaper
thanthose offered by its competitors. Aldi can do this because the business operates so efficiently.
The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
closely with these values. For example, Aldi stores are simple in design and all stores are very similar

which creates consistency.

For Aldi operating efficiently involves reducmg costs in all areas of the business. Some of the key
areas where Aldi is able to_minimise costs are by savmg time, space, effort and energy. Aldi’s
approach to doing this is to run its busmess around the principles of Iean thinking. Whereas other .

food retailers have elaborate displays, additional services and promotlons that draw customers into
the busmess, Ald| s core purpose is to ‘provide value and | quality to our customers by bemg falr and

Ald| does. ThIS starts W|th|n its supply chain. For example up to 60% of Aldi’s fruit and vegetables
are sourced locally where possible, reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training pre d_for Aldi's
employees. Through training stafftodo a vanety of tasks around store Aldi can minimise its staff

requirements. Staff costs can also be reduced as fewer staff are required if they can perform a
variety of duties throughout the store. Aldi’s ‘no-nonsense’ approach to retailing therefore leads to
cost saving in numerous areas. These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from its competitors in terms of price, as well as
tﬂgaualitv of the products it has on offer.

Lecturer’s signature: MA/\ Date: lZ ‘Z
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Academic and Employability Skills (ACE) — term 1
BMSW4001
In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in

* your own words: What factors contribute to ALDI's success? Write about 175 words.
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Academic and Employability Skills (ACE) — term 1

BMSW4001 ) .
In-class exercise 1: Paraphrasing

.

Time alldcated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

* Student Name: ) 4{ élq '//‘7 ) C)’OKL( studentiD: /S /¥ 2S5 y a

Ex.1

Write a paraphrase of the following passage

Mike Erwin never e\nvisicned himself as a social e\antrepreneur or acfivist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations: He
thri\}ed in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the charactegistics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted medla attention
dispropgrtionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Trinity Saint David Academic and Employability Skills {ACE) — term 1
LoNDoN BMSW4001 . *

In-class exercise 1: Paraphrasing
3 »

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in

. overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories -
and to increase to mammoth size' our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
Edward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 213

Paraphrase 1 - acceptable / unacceptable

Reason: _ AL L ep lebe - Skxucleadd well .7(

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they

. have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 2 - acceptabie / unacceptable/

Reason: Unecdeptable - ol @ won g la atced e U ’{{g
5 ¥ ~ ~ AN 4.
Bureaucratization has proved to be a major stumbling block on the road to our educational future. American 2

¢ institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the educational goals that were their primary objective.

Paraphrase 3 - acceptable / unacceptable >‘—- e
Reason: AclepPlsble - e&S\(’ Lo wndangbens!

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Thls means that, as Edward T. Hall\‘saygriinj\is book, Beyond

. Culture, today's educational institutions "have no soul, no memory, and no conscience". .

Paraphrase 4 - acceptable / unacceptable /
Reason: AcC eﬂ"&é/é - DGt UJ;“‘ veloww~cag ‘

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to

educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience.” ‘
-« N :
Lecturer’s signature: M/‘ Date: __2-1 _} 7 ( [i
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