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Executive Summary
The following assignment has focused on the development of certain skills with the help of which one can become successful in his or her life. Among the three suggested skills I have chosen time management skills as I believe that to become successful punctuality is very crucial. Proper time management abilities also help people to exhibit professionalism and ease additional pressure from them as they complete all their tasks within the specified period. With the help of Gibbs' reflective cycle, the process of learning from past experiences has been discussed. 
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Introduction
Employers usually look for certain skills while recruiting a candidate to their companies. These skills can be referred to as employability skills based on which the employment opportunities are received by the potential candidates. Employability skills are also essential for adaptability. These skills help individuals to manage customers and clients with greater efficiency. Career success and job performance of individuals revolve around such skills. Every individual needs to possess some specific skills to sustain themselves in this digital age. Accountability of the people increases based on their efficiency to gain digital knowledge (Curran et al., 2019). There are many skills such as time management, leadership skills, paraphrasing and referencing skills and many more. In the following report, Gibbs' reflective cycle will be performed to reflect on time management skills so that the learning gaps can be identified. With the help of an action plan, proper measures will be taken so that further improvement can be brought to in career. 
[bookmark: _Toc129105196]Gibbs’ Reflective Cycle
Gibbs’ cycle was developed for the first time in the year 1988 by Graham Gibbs (Markkanen et al., 2020). This cycle was developed so that a proper structure can be given to learning from past experiences. The cyclic nature of this model supports repeated experiences. Moreover, it can be stated that with the help of this model, individuals can plan and learn things from their past experiences. This model also helps to identify all those incidents that have not gone well. On the basis of these experiences, individuals can plan their future strategies for further development. Gibbs’ reflective cycle covers six stages and with the help of all these stages past experiences can be covered properly. In the following section of this report, Gibbs' reflective cycle has been performed to share the experience of learning time management skills. The six stages of this cycle have been discussed below. 
[image: Gibbs Reflective cycle | Crowe Associates]
Figure 1: Gibbs’ Reflective Cycle
(Source: Markkanen et al., 2020)
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Time management skills can be defined as an ability which can be beneficial for individuals who aim to excel in employability skills (Barrot et al., 2021). With the help of time management skills, one can become able to balance all their obligations and needs so that they can adjust to their daily, weekly, and monthly routine. I have realised that time management is achieved after setting proper life goals. To achieve all these goals people, make hourly schedules and on the basis of these schedules, people start working so that they can achieve all their life goals within the desired timeline. Moreover, it can be stated that plan creation is essential so that every point of that plan can be considered as an opportunity which will help me to obtain progress in life (Martin et al., 2019). Time management is one of those skills which is very essential to sustain in this competitive world. With the help of time management skills, people can fulfil their dreams. Time management is closely associated with setting priorities. When people become successful in prioritising their activities, time can be managed efficiently. Proper time management skills are also desired by employers because it keeps all the employees highly productive and hence, it is essential to develop this skill. 
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I have realized that to become successful in life developing time management skills are highly essential. To learn time management, it is also essential to analyse the proper usage of time. I need to learn to divide responsibilities according to their priorities. After prioritising them I should perform them one by one so that I can complete all of them within the specified timeline. By exhibiting time management skills, I can also prove my professionalism to my teachers and my future employer. While performing group projects or individual assignments I have tried to exhibit time management skills. I have not excelled in this skill but my intention was to perform all the tasks in accordance with proper schedules. Effective time management skills can be achieved when plans for different time periods are created (Khan, 2019). Setting time table is also quite hard because first I need to understand the seriousness and urgency of the tasks and after that, I should set a timeline. While setting these timelines too much ambition should not be exhibited because it will make all the plans useless. Time should only be decided after analysing the complication of the tasks. I have understood that I can only achieve time management abilities when I will be able to analyse the proper usage of time, acknowledge all my responsibilities and set priorities without procrastinating. 
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While developing strategic plans, one should consider setting a proper timeline so that all the tasks can be accomplished before the final deadline. With the help of strategic planning both long and short-term goals can be accomplished (Alvarez Sainz et al., 2019). With the help of good time management abilities, we can become successful. Time is indeed one of the most valuable resources in our life. If we remain unable to complete all the tasks within a specified time, it will be a little difficult for us to achieve all our life goals. With the help of time management people can take better control of their life (Martin et al., 2020). Understanding the worth of the task that has been assigned is not sufficient. In order to prioritise all the tasks, it is necessary to gather proper information so that along with task completion informed decisions can be made. When accurate information is transformed into action, the reliability of that action increases a lot. I think that student life provides us with the best opportunities to develop our planning skills along with proper time management abilities. If I do not pay attention to all these drawbacks, I will not be able to complete all my life objectives. 
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The most important factor of 'Effective time management' revolves around the creation process of different plans over a distinguished yet specific duration over a specific length (Tabuenca et al., 2022). The strategic planning for any function must involve three specific steps which are short-range, medium or mid-range, and long-range. An ideal time-management planning process has always come up with transforming the pre-specified plan or intention into execution and providing flexibility to accumulated opportunities which are completely unforeseen. Even though the process also allows one to carry forward the targets within the bound of a properly planned structure which carries the lost unexpected outcomes and also provides the space for work and leisure at the same time.
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It is said that free time for enjoying one's leisure is the most important factor of a company in maintaining the productivity of a company as it is a major source of sustaining the work-life proportion and it achieves even higher goals of the company than expected (Adams and Blair, 2019). Hence, effective time management is the key source to the most valuable perk of an enterprise and creating a plan on the macro to the micro level interrelates the purpose of one's life.
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	Objectives
	Task Description
	Time Scale

	Blocking Distractions
	In order to learn how to manage time, sincerity is essential. It may happen that a task takes more time to be accomplished than its usual time. Distraction can be one of the major causes. If the individual cannot lessen distractive factors, the task cannot be completed within a specified timeline. Meditation should be practised and one also needs to be more focused and determined about his or her life goals. Eradicating distractions is not an easy task and it cannot be achieved overnight. One has to be serious and highly determined to become more efficient in time management. 
	6 months

	Setting Reminders
	Every task is different from the other and it is quite obvious that different tasks need different time periods to get completed. I have decided to set proper reminders so that I do not miss the deadline and can prove my professionalism by completing all the tasks properly. I have decided to maintain a timetable so that I can keep a record of all my activities and also, I often use my smartphone to set reminders for those tasks. 
	3 months

	Creation of Daily Planner
	I have decided to prepare a list of the tasks that I need to be accomplished. I am also learning how to keep a record of all the upcoming tasks. Time management skills cannot be applied successfully when a proper plan is not developed. Proper planning will keep me aware of my duties and this is how I can fulfil all my responsibilities before it is too late. 
	3 months


Table 1: Action Plan for Developing Time Management Skills
(Source: Self-created)
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An individual pursues his or her preferable career after the completion of their study. Student life is not only essential to gain degrees but also to adopt and practice skills which will be helpful for them in their future profession. In this report, time management skills have been emphasized so that their importance in academics and professional life can be understood properly. Time is valuable and in order to complete all the tasks within the specified timeline proper management of time is essential. In order to reflect on past experiences a Gibbs' reflective cycle has been performed in this study and with the help of this cycle my experience of learning time management has been analysed and described in detail. 
Link to presentation:
https://uowtsd-my.sharepoint.com/personal/1812752_student_uwtsd_ac_uk/_layouts/15/stream.aspx?id=%2Fpersonal%2F1812752%5Fstudent%5Fuwtsd%5Fac%5Fuk%2FDocuments%2FRecording%2D20230330%5F224707%2Ewebm&nav=%7B%22defaultNavPanel%22%3A%7B%22pluginName%22%3A%22MediaSettingsLayer%22%7D%7D&referrer=Camera%2EWeb&referrerScenario=NewRecording%2DStreamStartPage%2Ecreate%2E156e88e7%2Dfda1%2D4e6c%2Dbc88%2D00b77b654863 
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