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Reflective essay
Description:
I enrolled into university to better my academic understanding and gain valuable skills to help further develop my career, I would also like to have a sense of pride for my achievements. Trying to balance work, life and academic studies is a challenging time, however I feel determined to achieve a great result and push myself to my limits and more! Having not been in education for a long time I was unsure what path to choose, which lead me to this course in employability skills as this covers many aspects. Which will include time management, academic writing, and critical thinking. The essay’s require intensive reading and research. I have found myself struggling to keep up to the deadlines and manage my personal and work life balance with my academic commitments. I sometimes find myself procrastinating, and leaving things until last minute, this can, and has caused unnecessary stress, that could have been dealt with by structuring my responsibilities in a manageable fashion. I have decided to adopt better time management and improve my writing and analytical skills, to help improve an all-round balance. 
Feelings:
Before starting university, I was unsure as to what expect and what was expected of me, I felt a little overwhelmed and a tad anxious about the work and the standards required when starting university. The thought of working on something new was slightly daunting, especially with my work and life commitments. Managing a company as a Global Sales Account Manager, running a family and a house, I was not sure I would be able to adapt my time accordingly, and was worried I may miss things as I was taking on too much at one time. Having not been in education for a very long time, I was worried about how to organise my schedules. Having now been in the Swansea’s, Trinity Saint David’s Business campus for a several weeks, and the help that has been provided, along with all the useful resources I feel a lot more confident in achieving my best results! I realised that implementing time management techniques will help me to structure my time and work, thus relieving stress and improving my own productivity. I found this is making me a more confident person. I have recognised that these arears need attention to help me create a detailed schedule and keep up to date with important tasks that require my attention. This was an area that I struggled with prior to my research and testing of various methods and techniques. Having a great willingness to learn and adopt has also helped me in my academic studies and I would like this to be reflected into my working life, to better my career and be an exceptional entrepreneur, even if that means starting from the bottom again “We are never too old too learn new things”. 
Evaluation:
Knowing I have a busy schedule all the time it is always difficult for me to structure my time accordingly, this would have an impact on many aspects of my academic studies, work and life balance, I also know how dedicated I am so with the right help and guidance I believe this can make a huge impact going forward on all my endeavours. I have implemented various methods into my everyday life and to my academic studies, including Brian Tracy’s “Eat That Frog” method. Also including creating detailed schedules and prioritising tasks based on deadlines and importance (Lakein, 1973). My academic writing has improved through revision, leading to clearer and more structured arguments (Oshima &Hogue, 2016). Critical thinking skills, while initially daunting, began to develop as I engaged more deeply with the material, questioning assumptions and synthesizing information from diverse sources (Brookfield, 2012). While not all these methods work for everybody, I found that researching reading and implementing these methods has worked well for me. I plan to further read and learn new ways that may work better or be more efficient for me or my current circumstances.
Analysis:
My decision to use planners and digital calendars was instrumental in managing my time effectively. According to Britton and Tesser (1991), structured time management correlates with higher academic performance, supporting my personal experience. Engaging with text was also difficult. By reading “The Critical Tool Kit “by Galvan, Robert, and Peter Ellerton (2016). I learned valuable information on how to systematically evaluate arguments and synthesize information from various sources. This book provided me with the knowledge to manage and develop my critical thinking skills. In addition, I adopted Brian Tracy’s “Eat That Frog” method. Tracy (2001) aimed to reduce procrastination and make sure critical tasks get done. I found prioritising the hard tasks earlier made me more accomplished and motivated to complete the less demanding tasks. While the Pomodoro Technique by Cirillo (2006) aimed to breaking down daunting tasks into manageable intervals, didn’t work for me as well! 
Action Plan:
Going forward; I plan to continue utilising and refining these techniques: Time management: I will further enhance my time management skills by using advanced project management tools like Trello or Asana to track my tasks and deadlines meticulously. I will continue to set realistic goals and prioritise my tasks. I will use SMART objectives, “objectives should be SMART: strategic, in that they should really matter; Measurable, so you can track you progress; Agreed with anyone else they impact on; Realistic, as there is no point aiming for something that is completely out of reach; and Timed, as if have a target date they will never be completed”. (P18, Effective Time Management John Carrol), (2012). Additionally, I will adopt Eisenhower’s Matrix: Dividing tasks into urgent-important, non-urgent-important, urgent-not important, and non-urgent-not important categories. I found this method helped me focus on critical tasks first, ensuring that essential assignments received the attention they deserved. Champagne and Rucker (2018) this prioritisation improves productivity and reduces stress by differing tasks that need immediate attention and those that can be deferred. I will review and adapt periodically and reflect on my time management practices. I will explore additional time management strategies that may compliment these methods, to further enhance my productivity. Engage in discussions relating to effective time management strategies and learning from other people’s findings and experiences, to provide new prospectives and approaches.
[bookmark: _Hlk167646472]Academic Writing: I aim to further develop my academic writing by seeking feedback from my colleagues and peers. I will closely follow the guidelines provided in “Writing Academic English” by Oshima and Hougue (2006) and incorporate their techniques into my writing assignments. In addition to this engaging with “The Say / I say: The Moves That Matter in Academic Writing” by (Graff and Birkenstein, 2018, p. 23) provided insights into writing persuasively and effectively integrating sources. By using these strategies, I am confident that I will continue to advance in my academic writing skills, enabling me to express myself more clearly and effectively.
Critical Thinking: I plan to enhance my critical thinking ability by always challenging my own assumptions and engaging in diverse perspectives. I will read more literature on critical thinking and aim to apply these into academic studies, life and work commitments. If I integrate these strategies, I am confident in my ability to achieve all these measures, making for a more well-balanced lifestyle. A particularly effective resource was “Critical Thinking: A Students Introduction” (Bassham et al., 2013). This book helped me provide a structure for arguments, recognising and evaluating evidence. This made a significant difference in my analytic capabilities. Additionally engaging with “Asking the Right Question: A Guide to Critical Thinking” by M. Neil Browne and Stuart M. Keeley (2014) further honed my critical thinking skills. Browne and Keeley (2014) for a more question-based approach.
Conclusion:
In Conclusion, reflecting on my journey, it is evidently clear that time management, academic writing and critical thinking are fundamental parts of academic studies, work and life balance. It was evident that the absence of structured time management was having an impact on my academic studies, work and life balance. Using some of the various methods mentioned in this essay, has helped me get to this point including Tracy’s method helped me prioritise and tackle critical tasks efficiently, Eisenhower’s Matrix Dividing tasks into urgent-important, non-urgent-important, urgent-not important, and non-urgent-not important categories, also helped me structure my work by level of importance. Incorporating Oshima and Hougue (2006) and their techniques into my writing assignments. Using resources such as Bassham et al.’s “Critical Thinking: A Student’s Introduction” (2013) and Browne and Keeley’s “Asking the Right Questions: A Guide to Critical Thinking” (2014), to significantly improve my critical thinking ability. All theses methods have worked for me and going forward I will aim to implement these findings into my everyday life.
The combination of these approaches has transformed my productivity, leading to a higher level of work, and less stress, thus helping me in my academic studies and my work life balance. 
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