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Time management is something | have always found difficult, | struggle to begin things prior to deadline days, or without sufficient motivation, however for this module | have had to improve my
time management skills, because | am working with other people, and as such | cannot drag down their work with my procrastination. | also struggled with the quantity of work some weeks, as we
also had reports due in at the same time. However, | found setting deadlines in the Calander app helpful, because it meant | felt | had to get the work done before it was handed over for review.
Along side this | also tried to section off what | needed to do specifically and as such it made the work that needed to be done seem less daunting. | was advised by working friends to ignore the
other tasks that needed to be done temporarily, and work through each item one by one, using a checklist that covered all my tasks. Trueman & Hartley (1996) conducted a study on time
management and found that the better a person managed their time and tasks, the better they preformed academically, and thanks to this module | believe | can understand why. This module has
helped me to develop a coping system for my procrastination, and whilst it is not perfect it has boosted efficiency and productivity.

Coffelt et al (2019) uses employers understanding to define communication as a style of interacting, communicating data and presenting
information. During this module it was imperative that the members of the project communicate effectively, making sure that everyone knew
what tasks they were doing, and that all the work was done correctly. The issues that would arise if the work was not completed on time
would be long term delays that had a knock-on effect. The main way that we communicated was through teams. Attached is an image of the
organised files that had our specific project separated within. Due to my distance from the university, | was not present in some sessions, so it
was important that key tasks and information was correctly communicated to me, so that | could still complete whatever needed to be done
on my end. Microsoft teams was one of the main ways that we shared files that needed to be completed by multiple people, so that we could
all see the feedback that was provided, alongside the edits and comments from our group mates. This module has reinforced the importance
that good efficient communication can have on the overall completion of a group project.
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been seen by other members of the group was helpful, because it meant that any ideas or changes, they wanted to make could be seen and e
communicated about ahead of time. This module has helped develop my understanding on how crucial good teamwork can be when it comes to A ————
working with multiple people.
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