



                                                          Introduction


This reflective report is going to give an insight into one of the subjects I learned which is Time Management.
The course Learning in the Digital Era has opened up my eyes to a new way of gaining knowledge, this twenty-first-century learning is more detailed than ever before, as it combines different skills which must be gained by the learner.
We have covered many different subjects such as Time Management, how to use the library facilities and how to Reference, Critical Analysis, also Reflective writing, we studied these subjects online (In a virtual classroom).
Learning in the Digital Era sets out a formative curriculum, and design features while making present-day learning last, this will outline the direction for continued achievement in the future.
















                                                  Main Findings.

What is Time Management?
Time Management is the skill of sorting out and arranging your tasks and goals, into manageable bitesize pieces, doing a list or schedule, and then allocating set time limits on each task will help you reach your goals on time.
Prioritizing tasks into High Urgency - High Importance and Low Urgency – Low Importance, Time Management gets your attention off unnecessary jobs and tasks and gives you a focal point directed at what is important and what should be done as soon as possible if this is put into practice with all jobs and tasks you will be working smarter not harder. Lifehack (2022).

Dwight D Eisenhower, the thirty-fourth president of the U.S., had the understanding that we should prioritize Time Management in our activities and jobs following their importance and urgency. 
He said, “we are inclined to focus on the things that are both important and urgent at the same time, instead of focusing on the things that are more important and not as urgent”. Institute of Management Services (2022).


Why is Time Management important?
Time management will increase your productivity and efficiency, you will gain a sense of fulfillment and relieve stress, and it will also establish good self-discipline which will improve your ability in making decisions. 
People who do not use this guidance will possibly get nowhere, but setting Smart Goals will give you clarity on your targets and develop the likely hood of accomplishing them. Careers 360 (2022).  



My Time Management Smart Goal.
Specific. I am dedicated to doing this course and trying to enjoy the learning progress, making the time to continue improving my knowledge and skills for future roles.

Measurable. I am making time every other day to work on my assignment keeping checks on my progress so that I am not leaving things until the last minute.

Achievable. At first, I did not think it possible for me to achieve the knowledge to do this course, by me being educated having my own thoughts, working hard, and concentrating on achieving the end goal.

Realistic. Studying and doing assignments for the first time I knew this was going to be a challenge, making time to study, time for the family, social, and work commitments, I do a weekly list of things I know that have to be done, with the possibility that other important things may come up that I will need to fit in or gets done first. I can see improvement in the work I am producing, and I will keep track of my progress within the course.  

Time. I Have learned to plan and prioritize when starting a new assignment, to start with I feel overwhelmed and confused, so I stop to think and read about what I am doing, then get myself organized, do the harder parts first, finish one topic before going on to the next, and I always keep the deadline in mind. Develop Good Habits (2022).



What is Gibbs Reflective Cycle 1988?
Gibbs Reflective Cycle builds a learning cycle from practical knowledge and offers the structure for describing experiences given the way it works, it helps lend itself exceptionally well to repeat the experience, enabling you to understand and plan with things that went well or that did not go so well.
The model includes 6 stages. Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan. REFLECTION TOOLKIT (2020).


My Gibbs Reflection cycle on Time Management.
Description. When starting my assignment at home, I needed to have time on my own, so the family would give me some space, which helped me to focus on what is required of me to complete the assignments, the outcome from this was that I was able to concentrate and start my work.


Feelings. I felt overwhelmed, confused, and anxious, I was feeling that I would not be able to do this, I should have had the confidence in letting the lecturers know how I felt, they most probably would have put my mind at rest and explained where I needed to start, instead, I had to read the guidance many times, finally getting some clarity of to where to start, I felt a little more relaxed and got on with my work, 


Evaluation. The good thing is getting clarity and space to get on with my assignment, the bad thing is getting overwhelmed and confused when starting the assignment, and eventually asking for help from lectures, family, and friends on things I did not understand. I needed to manage my time better, deciding what is the best times to do university work, exercise, and socialize, having a schedule or a list has helped me achieve more out of the week.



Analysis. I think the reason things did not go so well at first, was that I felt defeated and overwhelmed by many things going on in my life with the university course and personal commitments.
When I started to rethink my situation, things got better I established a way that if I broke everything down into manageable pieces, wrote the most important things to do first, and got myself more organized, I start having positive thoughts, things became less complicated, and I was able to get on with my assignments while still including personal commitments.
The sense I made from this situation is that I am going to feel like this every time I start an assignment, if I try and follow what I have been doing such as organizing and planning, hopefully, I will gain a long-term solution.   
 


Conclusion. I learned that when I put my mind to something, I will always try to achieve a positive outcome.
I need to develop better skills with technology as this has hindered my progress, I also could have made my situation better by asking for help on things I did not understand or what I was confused about.


Action-Plan. What I realized, is that if I was struggling I should have asked for direction, as this would have given me some clarity and put my mind at rest.
The main thing I learned which I am going to do differently is that I must read everything properly, and double-check anything I do not understand, I will develop these skills by not assuming that the first time I read something I know what I am doing, I will become more assertive and not being hesitant or embarrassed to ask questions.
                                                            

                                                         Conclusion.

the outcome of my writing this report is that Time Management is very important, you must plan and prioritize your time efficiently, which means breaking everything down into manageable tasks. 
One way of helping this situation is by doing a schedule or list this will help you focus on what is important or urgent and needs to be done first, to what is less important and less urgent which can be done later, therefore this will give you a more positive outlook, relieving stress and anxiety, you will become a motivated, efficient individual, who will be more productive, and feeling like you can reach all your set goals.
Managing your timetable well will help you plan time for work, assignments, time with family, time to exercise and socialize, you should always monitor your progress and adapt, when necessary,     
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