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INTRODUCTION
This Report is about the way I understand and the way I change my time management. The way to reflect all the knowledge gathered thru study, and my online learning experience during the module.
The effect of well working and efficient time management is significant for me.  Working during the day and studying at the evenings require very well organised and managed cycle of everyday tasks and duties. 
Reflecting on all the knowledge gathered during hours of studying in module, and after that at home, makes me understand changes and improvement I need to do, to the skills I have. Understanding thru reflection is great new tool for me.
Not being physically in university, also add Online learning experience as new and challenging new skill for me and every other student. Being able to develop new knowledge and improve your existing one as current Covid-19 quarantine dictate studying from home add valuable skills for me.
The method I am going to use for writing this report is GIBB’S ‘’ REFLECTIVE CYCLE’’ (1988). This is one of the reflective methods we study in class. That method is more detailed from others, such as Kolb’s “Experiential Learning Cycle”. Also find it easier to analyse using Gibb’s method.

MAIN BODY
1.Efficient and effective Time Management is crucial as every student must do 160 hours of study at his own for only 40 hours lectures for each Module. Allocating time to study and to do that successfully it is vital in today’s busy environment. Working during the day and study at the evenings it is process that require very well management of time. Finding the best ways to reduce time wastage and improving the outcome of my reading and writing will guarantee that, I will achieve required level of knowledge and good result on the assessment.
One way to organize the day is by listing each task and activity and creating efficient method to manage daily routine with creating TO DO list. Writing all the upcoming tasks for day or even week ahead is helpful way to prioritise all tasks and events. Understanding what your body and mind could do, your natural body clock, effectivity of the process of learning and the best time to do that with greater result. Having written plan for the day ahead, will guarantee me nothing important is left undone or forgotten. I have started doing TO DO list as soon as I realise how helpful is that practice. Since then, my daily routine become much more organized, and there was a lot of time to study, which I was thinking simply do not have. With all the time I have make available at the evenings specifically, I manage to read a lot from library and write my assessment successfully.

There are some other methods of effective time managing.
· Paretto 80-20 rule 
The Parreto Principle (at simple level) suggests that where two related data sets or groups exist (typically cause and effect, or input and output), for example: ‘
‘’80 percent of output is produced by 20 percent of input’’.
‘’80 percent of outcomes are from 20 percent of causes’’.
This method is about efficiency, and it is very simple to understand and implement. Main idea is that you do not have to waste your time and energy, you must concentrate on this 20 percent of book that are responsible for 80 percent learning outcome. In business that rule is translating “20 percent of all customers are responsible for 80 percent of all income”.



MAIN BODY
· Eisenhower method
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This is another very effective method of time management; it helps me determine the importance and urgency of the tasks ahead of me and get them finished on time.
I am working on project at Camden Town Hall during the weekdays. Studying at the evenings after hard day at work it is effort that on many occasions look impossible. Understanding that, prioritising all the activities (high, medium, low importance) will significantly improve my time management.
Everyday issues at work combined with all new information from the weekend class given by the lecturer, plus home study and reading on many different sources. That was looking like mission impossible for me. All that must be executed in so little time I have during the day for study. In that situation Eisenhower method become great tool to manage my own time.
Using Eisenhower method, I can determent:
 Which task is important and urgent (that usually get done straight away)?
Which task is important but not urgent (it is not priority)?
Which task is not important but urgent (get it done sooner rather than later)?
And which task is not important and not urgent (leave that for time being, do other three first).




MAIN BODY
2.Reflection on your abilities changing over the period from start of the module to the end of it is vital to understand effect of knowledge gathered. Every student must understand the importance of looking back to the beginning of his study.
· Knowledge at the beginning of study
· Understanding the way of learning process
· Information given to me by the lecturer.
· Library use and ways to gather the required information.
· Confidence in the own capability as writing assessments.
It is crucial in today’s competitive environment to be at my best in every single moment. Correctly analysing all the challenges and daily tasks put you in to the driving seat of your future development. My way to reflect on the new and repetitive work issues and being confident with the solutions I came with, is constantly improving during my career.
As Gibb’s describes:
It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concerts can be generated.
(Gibb’s ,1988)
Using Gibb’s ‘’REFLECTIVE CYCLE’’ (1988), I can determine all the stages of reflection that model specify. Describe the initial experience, all the feelings and reactions, evaluation, and analysis. Then general and personal conclusions and complete personal action plan at the end.
Starting university was the experience that shake my foundations and completely change my everyday life. I was not sure will I be able to find the appropriate time for work and study in my busy daily schedule. As the module progress and I was adjusting to the new routine, it was becoming easier for me. Time for work and university was becoming easy to manage and allocate. Less as a burden and more as curiosity what is coming ahead as knowledge given by the lecturer. I start enjoying being at class and getting involved more in class work as I was becoming confident in my thoughts and actions. That give me great satisfaction and believe that I can do much more that I was expecting at the beginning. Now I know the decision to start university at my age (I am 44 years old), was not mistake, but one of my best decisions in my life.
MAIN BODY
3.Online learning experience is essential part of today studying as circumstances change dramatically. Current COVID 19 quarantine change learning environments for fact. All study is online for almost a year which dictate different approach on lectures.
· Home attendance of lectures require every student to obtain best possible internet provider of home broadband. This is to guarantee me as student, I will never have to miss even a word said by lecturer during class. Also adding significant expense, as fast and reliable internet cost a lot.
· Another new experience is not being physically present in university, which in many cases could be difficult for me or other students to find right motivation or concentration during class. You can easily get distracted by many things at home such as television, pets, raiding the fridge.
· Weekend study being at the afternoon it is another new situation I face as that is the only time, I can get home chores done. Shopping food, cleaning the house, preparing plans and programs for next week at work. It is something you must adjust to.
When I start the module in February my knowledge in digital skills was in my opinion significant, but not great. As the Moodle progress my knowledge was improving at level and speed, I did not expect I can achieve. Suddenly what is new and challenging for me become easy and enjoyable experience. I was waiting eagerly for the next week class and even I was going thru the PowerPoint slides in advance. Studying become somehow instant pleasure to learn again after so many years since I left school. Studying online become great experience for me and to be completely honest I do prefer now to finish the year online instead going in campus. I find it easier for me to concentrate on learning when I am in empty room with no distractions around me. Also travel to campus over the weekend with public transport is a pure adventure.
Lecturer was great in explaining to me and other students all the methods on Moodle. Going thru all power point presentations and exercises in class was becoming easy and very interesting. All ten weeks of studying went so fast, and I have hardly experienced any difficulties understanding what is laid there as knowledge for me. Suddenly is assessment week coming and I am way more confident in my skills and I believe that, writing the assessment it will be challenge, but not impossible for me.


[bookmark: _Hlk70869539]CONCLUSION
In conclusion I can state that, study at university even if you work during the week and doing weekend classes it is something very rewarding. The good results or positive outcome of my learning will give me the confidence and knowledge I was lacking. Knowing that successful completion of the year at university and all the effort by me will be one of my greatest achievements in life.
Managing my time and organising it in the best possible way it is skill I learn in class. That knowledge will be in constant use in my future at work and everyday routines. Understanding simple principle of time management, it is something that has potential to transform my life in right direction.
Reflecting on the knowledge I have gathered in university and the way I change thru that period it is another vital skill. Reflecting on previous experiences and draw study and all the right questions and answers from that is essential for understanding events and feelings. As I am moving up in my career into the management it is necessary for me to reflect on previous tasks and jobs I was doing.
Online learning experience as form of study, becomes only way to attend due to current Covid-19 restrictions, is challenging new experience for me. Moodle’s of which we are study was exceptional and I have found that form of learning very satisfying. For fact now I even prefer that way of education instead of campus.
Finally, I did enjoy greatly thru my first Moodle. Lecturer was exceptional and very supportive even when we as a class was not always at our best. The way Joanna did explain all the material and examples she was given to us will stick into my mind for long time if not forever. Great time at university for me, making friends and expand my knowledge beyond anything I was expecting.


RECOMENDATIONS
In my recommendations I want to state that, the opportunity to study at university today is great and way easier for students. No young person who wants to progress in the life should miss that opportunity.
Universities are far easier to start now and with the right motivation and effort every person should attend and finish education there.
Study online is great new way to attend, and I can strongly recommend having that alternative for education available in future. This way you have a lot more options and especially in London you not wasting valuable time to travel to campus. You can spend that time in studying instead being stuck in underground public transport or traffic if you drive.
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