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[bookmark: _Toc140581266]INTRODUCTION
Academic skills are habits and abilities that help to achieve goals and objectives within workplace. Academic skills make people more effective and attractive for business and organization (Jylänki, and et al. 2022). Time management and team working skills are some good examples of academic skills. Students or learners that have time managed skills can achieve their goals easily. This essay will discuss about importance of time management and team working skills. It would be discus key theory and framework that are related to time management as well as team working. Also it will explain benefits of time management skills & team working skills for people and how it can affect university students. This essay will give different example of each statement. Furthermore, reflective statement of my learning will also be provided.
[bookmark: _Toc140581267]PART 1: ESSAY: DISCUSSION OF CONCEPT 
[bookmark: _Toc140581268]Meaning of time management 
Time management is an ability to coordinate activities and tasks to increase the effect of person’s efforts. Most importantly the aim of time management is to make process and function easier so that learners and individuals can achieve goal in less time. Planning, organization and scheduling are the essential elements of time management. These elements help to achieve more advantages for future development of individuals (Menni, and et al. 2020). Time management is most importantly useful for professionals or students. Time management helps to manage specific processes with proper schedule of time. 
[bookmark: _Toc140581269]Key theories of time management 
There are several different theories of time management that helps to explain uses and importance of time management. These are most useful key theories of time management such as: goal setting theory.
Goal setting theory- Goals setting theory is explained that for effective work performance of individuals it is must that person should set their goals. This theory is mainly focused on motivate people for effective work performance. According to this theory high performance can be managed by time management process (Menni, and et al. 2020). Goal setting theory is a theory of increasing engagement of learners that contributes setting measurable and specific goals to increase results. By using goal setting theory work process become easy for everyone like leader as well as individuals.
Time management could also be understood by applying 4D framework that is portrayed through 4 different terms such as: Do, delegate, Defer and delete. Placing project or task into these framework helps to improve productivity and manage time limitation easily. People that use 4Ds time framework technique can gain more effective results. 
[bookmark: _Toc140581270]Importance of time management 
Effective time management process helps mangers, owners of small business and entrepreneurs to achieve their objectives in less time with effective results. Managing time at work place can improve productivity and work performance of the organization. Better management reduces stress level of individuals. Stress less environment also increases productivity and performance of individuals. Time management is more important to make person more responsible towards their work (Baker, and et al. 2019). There are some factors that identified that time management is most important technique for professionals. 
Less stress- Time management process helps to complete tasks with less time and reduce stress level of individuals. Control on time also reduces anxiety and stress. Better time management makes person more effective for others. Also it helps to mange toughest tasks with stress less process. 
Time freedom- One of the most crucial importance of time management is that it increases freedom of individuals. People with freedom are more effective and creative. Time management makes things easy for professionals and students. It helps to increase focus of individuals to achieve biggest objectives and targets without any stress and fear. This type of people is beneficial for businesses. So it is identified that people time management is important to give freedom to people for more development and important. 
[bookmark: _Toc140581271]Impact of time management on performance of university students
Impact of time management on the performance of university students is positive. Time management make students more effective and intelligent than before. It has a huge positive impact on university student’s outcomes and learning performance. Time management helps in increasing ability and capacity of students to manage their learning process with proper time schedules. Because of time management, students of university can easily complete their projects tasks. This management increases student’s planning strategy which helps them to achieve their goal and objects within time. Time management help students to make effective strategy to complete projects and assignments. This process is helpful in enhancing their performance in exams and increase student’s learning ability (Baker, and et al. 2019). It helps to manage all functions and process of students in highly feasible way so that students can easily manage their all tasks and study process without any stress in less time. Most effective impact of time management on university students is that, students complete their projects before attending classes and attend group study with correct time schedule. This process assists in enhancing performance of students within university. All these stated benefits put positive impact on overall performance of students. It can be said that students of university are becoming more effective and active towards their study and gaining more knowledge and ability by using time management techniques. For better results students should improve this skill and knowledge and achieve their goals. 
[bookmark: _Toc140581272]Meaning of Team Working
Team working can be defined as the procedure of working together with the group of the people to finish any particular task assigned to team and this type of working is called as Teamwork. Team work is the best thing to create positive environment within the team and to find out about the abilities and skills of each team members during the task. Teamwork is considered key skill at many workplaces and also often checked by interviewers while hiring procedure. 
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Tuckman’s Theory: This theory of Tuckman is based on man named Bruce Tuckman (Belbin, and Brown, 2022). Tuckman’s theory is considered as one of the oldest theory for team building and Tuckman realised this theory in 1965. This theory has five types mentioned below.
Forming: This is the stage in which people interact with each other for the first time. In the time of forming everyone in team are independent and start building trust within each other to interact in better manner and complete task in the time. 
Storming: Once the beginning excitement gets vanished, team members are in sense to understand importance and responsibilities of task. At this stage it is common in team that all members have different types of opinions regarding task and work aligned to them.
Norming: Once the initial differences in opinion get moderated, members of teams decide to cooperate with each other. A conflict between team members is also possible at this time of stage but at this stage it gets easier to deal with it. 
Performing: Key stage of this theory is performing where team members build relationship and start understanding each other’s abilities and deficiencies. In this members of team requires less supervision on the task and due to which they can perform well in the task. 
Adjourning: Initially there were only four stages in Tuckman’s theory. Whenever a team was demobilized Adjourning took place, and this revoked relationship between team members. 
Plovnick, Rubin and Fry’s GRPI model of Team Working
This model of team working was introduced by Plovnick, Rubin and Fry in 1977 (Dugang, 2020). This model is also known as GRPI, in which G stands for Goal, R stand for Roles, P stands for processes and I stands for Interpersonal Relationship. 
Goals: Understanding result & objectives and also clear communication on expectations and priorities.
Roles: Responsibilities which are clearly defined to the leaders and also acceptance of the work given to them.
Processes: Proper decision making processes and also work procedure.
Interpersonal Relationship: Flexibility, Trust and good communication.
[bookmark: _Toc140581274]Importance of Team Working
Importance of team working is that it splits up the difficulties of task into simpler way for the learners and also leaders (Maneesakprasert, and et.al., 2023). Due to which it is helpful for the students to work on it even faster with team coordinating on same task with different types of skills and abilities at same time on same work. Team working develops unique skills in some of the team members so; one of the team members with unique skills can complete the task even better and faster than other team members in the team working on same task. Team work also splits up the responsibility of the work among the team members for the same goal or target. For any problems in the task there are normally innumerable solutions for particular problem in the task. During team work members of the team develop and learn new skills and abilities from each other to accomplish given task in given timeline. Team work can create beneficial competition in between of teammates in which each of them will try to perform better than others to get rewarded by leaders. And also it promotes stronger relationships in working within the team members.
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Team work affects performance of the students as in several ways of development in their various skills. And it impacts on students career building skills for future successes. Skills development affects through the team working in student’s life by helping them to develop their social and communication skills which impacted on their speaking and listening to make it more effective. While working in team for any project students learns to follow orders of their leaders and coaches to perform well in particular project of the university. Also student start listening to their teammates carefully and start working together in the project with each other’s help in the project to perform it well (Larson, and DeChurch, 2020). Teamwork impact on the representing of ideas and opinions of the students and by working together students represents it more confidentially and respectfully to the team. It is important for students to understand that there is difference between speaking and talking, as speaking is all about recognizing proper way of communicating with the audience. Way of speaking with the team members shows or displays the understanding level and respect to other group members. Team working improves self confidence of the students among themselves and it shows them their voices are valued and respected. And these shows the students that they are being heard out by the others and their points are being valued by others. This encourages students to take participations in group activities and makes them better representative. This shows every group members that they are being valued and respected. It is helpful for the introvert students to develop their communication skills with the people and also make them active participants for group activities and enjoy them with others (Shapiro, and Keller, 2006). One of the best influences of team work is potential to stand against the unkind acts in the universities and reduce the effects of it from the university. Students will develop stronger support system while being the part of team which cares about their teammates. A student in universities starts spending more time with their teammates to support them not only in collaborative settings but also in other challenging settings. By working in team it is simpler for students to achieve success almost all the time not only in classroom but also outside of it. Also in future there are fewer paths of career which offers individual working most of the industry works on team work.
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I am taking Gibbs reflective model as it is one of the most famous reflective models leading me through the six stages of exploring experiences in this module. 
Description- In this assigned module I was supposed to understand and write about the skills such as Team working and time management. I have to describe about the importance of these skills for the learners that how they can improve their skills by completing this module. Also I have to elaborate about the theories which are used in the developing of these skills in learners. In this module briefly description is provided of how this influenced student’s performances in the universities. This module also describes importance and uses of these skills in improving of academic performances.
Feelings- When this task was assigned to me, I was bit conscious about these task that how I will be able to complete this task in the given timeline without any proper guidance. Later on when I started to write about this module I managed to research about this module. And this helped me in writing about module more specifically and in understanding ways. While writing this module I was able to recognize that my skills of communicating and writing was weak enough to consider me as a below average student. So, during this module it impacted and developed these skills of mine and I was now able to understand this module even in better way.
Evaluation- During academic writing module I learned about several new academic skills and knowledge. While learning in this module I experienced that for self development skills and knowledge are most important factors. Everything went well according to my interest but sometimes I faced issues in my learning process due to lack of resources. During this module teaching process was less effective but still was beneficial for my skills development process. While learning in this module I gave my personal contribute in project and tasks completion process which helped me to improve my knowledge and information more than before. During this module I got project assignment with my team members, so I used my all creativity and innovative ability to complete project task in time limitation. 
Analysis- While during this module I analysed that initial work went well because I got project according to my interest. That project distributed to me by analysing my strength. I have discovered my new abilities and skills while completing my project assignments and I analysed that I enjoyed my work process. Other than this, I also analysed that group working also increases productivity as well as quality of the products or projects. It helps to reduce costs ratio of project completion. With several benefits of group working I faced issues while working with team members. Most of the communication gap was also biggest barrier for me in this module. But I learned that for better achievements and effective results it is must that I should improve my-self for working with others. It helped to improve my ability as well as knowledge regarding academic functions. I also improve my ability of accept all type of challenge and complete it with time management process. 
Conclusion- I learned new skills and knowledge while working on group projects. I managed all the functions and processes in an effective way. Also I learned that for effective results and self development it is must that I have ability to gain new knowledge and information. Most important thing I learned in this module is that to complete challenges it is must that there would be no communication gap between group members. So I concluded that I will improve my communication skills and other academic skill after participate in this module. 
Action Plan- To develop my weak skill and knowledge I will make action plan and improve my all poor skills, so that I can achieve effective result in future. I will join online classes and attend skills development workshops to enhance my communication skills and interpersonal skills. Within 2 to 4 months I will improve my weak skills. Other than this, I will use YouTube videos, read academic book and journals as resources so that it can help to clear my all doubts and improve my knowledge about academic skills. Lastly, I will improve my leadership and management skills by attending classes and improve my skills within 6 to 12 months. As resources I will read books from university and watch online videos. This process will help me to improve my poor skills and knowledge and make me more effective and successful.  
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This essay has discussed about importance of time management & team working skills. It has identified that for better results and achievements, students should have these skills. Above essay has described that time management along with teamwork skills are most crucial part of students’ success. Time management has also part of this discussion. This essay has explained key theories of time management skills such as Goal setting time management theory and 4 Ds time management framework. It has explained importance of having time management skills as well as team work skills for students. This essay has concluded that for success and achievement it is important that students should develop their time management skills. 
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