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[bookmark: _Toc375805020][bookmark: _Toc194656417]1 Introduction

TIME MANAGEMENT, is the ability to use our time effectively and productively, a good Time Management is crucial to university students to balance their studies and other daily activities.
We are all living in a time of high demand, so best way to tidy our time, is planning, organizing a routine that we can allocate sufficient time for our activities, including time to study. So, I would like to share my first impressions about Time Management and Time Management Strategies, it is all about organizing yourself and our activities, reducing the stress, keeping our focus in the most important task and it build consistency and confidence to achieve our goals. How do I manage my time? There are any strategies that help us to build a routine effectively and efficiently, it will provide more free time for hobbies and relaxation and social interaction. 

[bookmark: _Toc194656418]2 Description of Experiences 

During the first sessions class I could say that it was a big impact to know that there are some strategies to allow to manage my time and my activities. I feel that when I have control on my time, I may be more efficient, and spend time with my family, but when I do not do it, it may become increasingly difficult. The time management is all it what I need to reach a better-work life balance and not overwhelmed, but it really is so good how it seems.

In fact, it is so important that one can reduce the stress and have more energy. I could describe one of most strategies that caused at me, a great impact, because when one has effective time management skills everything is much easier and simple, it is The Einsehower method, although there are other strategies such as the 4D strategy and The Pomodoro technique.

For me, one of significant experience was, when we had to make study plan in the classroom. Initially it was difficult to do, because it is so many activities during the day, people do not always know how to do it, but finally I did it, although I have to confess that the first strategy that I adopt was The Pomodoro technique, it seem easy to apply in my dairy routine, then I could note that Einsehower method help me to tidy all activities during one month, it becomes easier to stop procrastination. 


All big things come from small beginnings. The seed of every habit is a single, tiny decision. (Atomic habits by Charles Clear, 2018)

[bookmark: _Toc194656419]3 Personal Reflection
[bookmark: _Toc194656420]3.1 Evaluation 

Managing my time effectively I could directly reduce my stress levels, and it helps me to build consistence, and develop discipline, but if I could not do it, or I fail to do all commitments, what happened? If one do not know how to manage distractions such as watch one the phone, or listen to favourite music, or watch a film, the procrastination is difficult to manage.
Initially I noticed that my time management is not working effectively, so it becomes a great challenge to me, especially during the class when we had to do task activities such as develop our reflective writing, it was procrastination moment, so I noticed that I need to develop self-discipline and confidence to rearrange words into a new order, it was struggle for me. Previously I have wanted to watch on my laptop some emails and messages was coming, but I could not do that, so then was an uncomfortable moment for me.
This might be, because of I need to be more conscious about I need develop self-discipline to manage my time and avoid the procrastination, I could realize that this is related to that I need to build a effectively time management that allow to achieve my goals and avoid undesirable consequences such as missed deadlines, poor work quality, or lack concentration to write.
I must significantly to improve my knowledge about manage my time and strategies and develop self-discipline to work smarter not harder and grab more opportunities, have more free time, and feel generally happy and not feel stress like now, clearly, I need more of it.
[bookmark: _Toc194656421]“Prioritise and make achievable weekly task list. You may think you already prioritise your workload, but most of us, could do better. Break down your monthly, quarterly and annual goals into weekly and daily tasks” (https://entrepreneurhandbook.co.uk/7-proven-time-management-tips-for-busy-office-managers)

3.2 Analysis

Having experienced I now realise that when I am in control of my time, things become easier and there is less stress, have concentration and keep focus and time to practice my writing. I must recognize that my poor management of my time has affected my responsibilities and my well-being.
During some classes I could notice that even in assessment I could not remember one of the strategies techniques, it was an embarrassing moment, because some minutes before to begin the assessment I could say all strategies in correct way, my focus was in remember one of them, lost time for it and I felt anxiety, then when I realized that it was just 10 minutes to finish and unfortunately I did a mistake to write strategy name, really I felt bad, it was a panic moment.
Subsequently, I questioned if it really could help me, because it was the first time form me, to know about strategies to manage my time, I must confess that it is so difficult to adopt one of them, but I need to much, because my activities overwhelming, I need to reduce the stress. 
The Pomodoro technique, was the most useful, especially if I want to study English language, and adopt a everyday routine, but I think that I need to add other strategies to my dairy routine such as Einsehower method an effectively manage time, is everything that I need, and I must recognise that I have to improve my writing, because I do not feel confidence to rearrange words into a new order to make a good sentences. However, I know that I do the best, but it does not mean that it is not struggle for me.
This knowledge is essential to me as a learner because having read everything that I know now, I feel that is really important and vital to adopt two strategies to my dairy life, is so necessary to learn to prioritize my activities and delegate others even schedule different day. The time is one resource than we cannot buy, but we can waste it almost within be conscious or use it inefficiently and I am a specialist to procrastinate, sometimes I think that it is difficult to manage.
However, I have not sufficiently developed my ability to manage my time, not yet. But I am confident that I could reach it.
As a next step, I need to make a plan to schedule my priority activities, and keep my focus in study-time, because my great enemy is the procrastination, so I have to set daily goals, because when we are succeed at something, our brain release dopamine inspiring us to experience this sense of accomplishment again.
For me, the most significant aspect was noticing small results of my strategies although it is early to say, but I felt that I am going to reach a sense of the better work - life – balance and it could means spending more time with family and friends. 
“Give to yourself as many opportunities as possible to get completely immersed in what you are studying. Ask yourself: How can I make my studies and my learning as interesting as possible. Think about the things that you love doing in your free time. What are you naturally interested in” (The-Ultimate-Study-Skills-Handbook. Pag Number 9)
This suggest that “I create my own space and time to my learning, and I develop and sharpen my capacity to focus, then I will probable finds lots of other surprising, exciting and positives things will happen too”. (The-Ultimate-Study-Skills-Handbook. Pag Number 9)

Consider: 
What skills do I need to develop for me to handle a situation like this better?
I consider that Pomodoro technique and Einsehower are the best skills that I need to adopt and develop to gain an effectively management time. 

What actions do I now need to take to improve the skill(s) I am less confident about?
· Create a list the actions and task in one place it can be my laptop

· Identify my available time
· Schedule high priority activities
· Limit internet and social media times
· Set daily goals
· Take breaks
Learn which distractions damage my concentration most and how to eliminate them.


[bookmark: _Toc194656422]4 Conclusion 

I will feel better with a strong sense of purpose because the time is a finite resource and although I have failed to manage my time, because it never gets back, I can say that at least I am going to correct way.
The Pomodoro technique was the most useful, especially if I want to study English language, and adopt an everyday routine, it helps me to keep focus during my studies.
Einsehower method is an effectively manage time and it is everything that I need.
I must recognise that I have to improve my writing, because I do not feel confidence to rearrange words into a new order to make a good sentence, step by step and keeping my vision will reach everything that I see.
[bookmark: _Toc642091982][bookmark: _Toc194656423]Succeeding open a world of possibilities. So, I must recognize that Time management give me an opportunity to control my time and take advantage of this, development discipline and responsibility, creating my own space and time to learner.
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