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Introduction
This essay is a reflective report which allows me to demonstrate my experience of learning time management techniques and note taking techniques and showing how it has impacted me and other university students who have learnt these techniques. It Also enables me to show you how I can apply this new knowledge and skills to my schedule for work, university or just life in general. Both small but significant techniques have allowed me to use them in a way that helps my learning journey in a progressive way, furthermore both techniques do have wide range of features that helps benefit my learning, and I will display how and what these features allow me to do. As well as displaying what these techniques could help me to do more of, studies show that ‘2 time-management components were significant predictors’ towards GPA and SAT scores (B, 1991) 
Time-Management
Time-management is to ensure people to get more better and effective work done in less time which maximises a person’s efforts. Time-management have key features and different ways to help me meet deadlines on university assignments, also it allows me to have a sufficient study time as well as providing me my own personal time to sort out responsibilities and other activities which helps to better my production for work and reduce my stress, overall it helps me to keep things balanced in my life. Time-management also offers discipline which helps to make me consistent because I must follow a schedule. Nevertheless, following this schedule helps me to efficient and leads to me having more time to myself so that I van socialise and enjoy my hobbies. Overall using time-management techniques is easy to apply as it offers more than one strategy to use it. One strategy of time-management is the Eisenhower method which offers the use of your time being effective. This method has offered me to be good with the time I use to handle my responsibilities instead of things that I want to do. Eisenhower methods shown to me the option of delegating task and deleting them. Which leaves, me the option to do all the important and urgent task and deciding when to do another urgent task by setting a schedule to do it. This is called the Eisenhower box method which was aimed to prioritise and manage task and your time according to priorities or urgency. Overall, this method offers a lot of effective use and benefits but however does have downsides for an example if you have not on to delegate a task to you would have to use time doing that which is unfortunate because you may have less times for other tasks. 
The next time-management method is the 4D method strategy where this is shaped from the Eisenhower matrix box decision but can be used separately. This strategy has similar aims as it shows us to decommit which showed me to abandoned things I don’t really need to be doing for an example scrolling on social media, deferment which means to delay the task which taught me to do things like socialising once the task/assignment is finished. Downgrading which taught me how to do things to a less of a standard, rather than putting in all your effort to get it done perfect and late downgrading has shown me to get it done on time which matters when it comes to management of time. The last option, which is delegation, this has showed me to gain help from others when you can even when it was your responsibility for an example asking for help on cleaning your room helps getting it done faster and gives you an opportunity to do another task sooner than later. Overall, the 4D has offered a lot of help whenever it is used to plan a productive day, but it does have downside which could be downgrading because doing something to a less standard does save time, but it lacks effort because they task may be reviewed as rushed and not done properly. 
The last time-management technique is the pomodoro technique, this technique was developed by France Cirillo. He developed this technique by observing that working at 25 minutes a time assisted by 5-minute interval breaks repeated 4 times had made him do more work than he would of did in 4 hours. Studies have shown that this technique is effective for learning (Curcher, 2020) outlines this method is successful for online education as its mostly surrounded by comprehension and concrete data. This method has offered me to have breaks while completing assignments or revision which offers me to use less input or feeling drained from work. Overall, this technique has proven to me it is very effective, the only possible downside is procrastinating and taking more than five minutes which can lead you away from your work. 

Notetaking
Notetaking is writing down your own version of things coming from different sources and information. While studying notetaking I’ve learnt how important it is to do for anything you are trying to learn further in. (Issac, 1994) Studies have shown how important notetaking is as skill for education, almost all lecturers wanted students to undertake the one activity being taking notes. As a student I know how much note taking furthers one learning and how much notes help your intake on information. Note taking also has a lot of features and different ways to take notes like tabular note taking, Cornell notes and mind map and they are all taught to us furthering information for university.
Tabular notes taking, this is a good note technique for summarising it helped with university by summarising information that you would want to compare. I used this form of note taking and works best for me when I am comparing two arguments and helping it to improve my understanding of both opinions and the argument itself. It has also helped me plan for in class quizzes and assignments and can help others for when they have points and need to evaluate them. 
Cornell notes is a method structed note taking system and its divides a page into three sections, a main sections for taking notes another sections that is called cue but is for questions you would have as a student and a summary section where I would need to summarise the main sections and the questions that I and or would have been asked while learning. I believe that Cornell notes encourage active learning because it enables me as a student to record, recite and reflect on what I had just learnt which makes the information clearer in my head. The only downside I find when it comes to this form of note taking that it becomes time consuming which can be a burden as a student that is always busy. 
Conclusion
To conclude I have spoken about two topics time-management and, Note taking these two things are very important for me as I am a university student and need these skills and techniques to help me get through each module. Overall, this module has taught me how to imply these skills not only in education but in my personal life.
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