


Introduction

Throughout the academic skills module, I have had the chance to identify both my strengths and weaknesses, and I have come to see how reflecting on my weaker areas can really help me grow and save time in the long run. The topics introduced me to a variety of useful skills such as time management and paraphrasing that have already started to support my academic progress and personal development. In this report I will be using the Gibbs Reflective Model (1988) to reflect on my own learning journey, highlight the areas where I feel confident, and explore the strategies I can use to improve where I am still struggling. 

Description and Analysis
I began to realize that my time management strategies were not as solid as I had believed. A particular instance that prompted my realization when I completely missed my lesson due to personal reasons and found it hard to catch up on tasks that I had missed and finding the time to catch up was incredibly challenging. This moment triggered a period of personal reflection and growth around how I manage and respect my time.  My immediate reaction to missing the tasks was a mix of embarrassment, guilt, and anxiety. I felt I had let myself down and this contributed to a sense of disorganization.  I had started to question my priorities as to why I did not allow myself more time to review my schedules?  Why did I think I would be able to multitask so easily? I knew that I had taken a Casual approach to time keeping relying too much on memory and not enough on actual planning tools. These feeling were not new but came into sharp focus after this incident. I also felt regret, knowing that the lessons and tasks could have gone smoothly if I had simply been present and prepared. In hindsight, the experience was unpleasant but incredibly valuable. On the negative side, I lost confidence and had to work harder afterwards to regain my confidence and get up to date with what I had missed and catch up on my reading on moodles that was related to the tasks I had missed in my lectures. On the positive side, the situation forced me to reevaluate how I view and use time. It highlighted the gap between what I thought I was doing and what I was actually doing. It served as a catalyst for me to make practical , lasting changes in my life. While the cost of the lesson was real, the value it brought to my self-awareness and habits was even greater. Reflecting more deeply, I have realized that poor timekeeping is often a symptom of deeper issues, disorganization, perfectionism, or even avoidance. I used to assume that being busy equalled to being proactive until I was taught in lesson how to manage my time keeping and using strategies such as the 4D strategies due to this I  know see that it is the quality of how I use time that truly matters. Before this experience I operated without a formal system no planner, no set daily review, and a little awareness of how long the task actually take. I constantly overcommitted myself and was surprised when I fell short.  This Analysis also revealed how reactive my behaviour was. I waited until I felt the urgency before acting, rather than planning proactively. This not only made me inefficient but also added unnecessary stress. By failing to structure my time, I was setting myself up to fail. This situation taught me that timekeeping is not about being rigid it is about being intentional, realistic, flexible in a structured way. That was a major turning point for me.   I struggled learn my time keeping and task I missed out on paraphrasing, paraphrasing was a little confusing for me but reading about it and attending the lecture and seeing the videos that were presented in lessons gave me a better insight into time keeping and paraphrasing. 
Conclusion
From this experience, I have concluded that time keeping and paraphrasing are more than a skill it is a mindset. It requires consistent practice, self-awareness, and the humility to admit when thing are not working.  I realized that time is a reflection of my values, and how I manage it says a lot about my priorities and self-discipline. Good time keeping builds trust with others and especially myself. When I manage my time well, I feel calmer, more prepared, and more capable. It also improves my quality of my interactions and contribution in class. This insight helped me not only in my university life but also in my personal life. 
Action Plan 
Since than I have taken plans to improve. I now use a Digital planner and sync it across all my devices as well as set my self-goals on practicing Paraphrasing as it is a essential skill to have in my day to life.  I plan each day the night before, blocking out the time for key tasks and scheduling breaks to avoid getting burnt out.  I have learned to say no when I am at my capacity and to reassess my priorities weekly. I have also developed a habit of setting myself 15 minutes each day to reflect on how I use my time, what went well, and what can I do to improve.  In classroom setting I ensure I set myself reminders and ensure I show up fully prepared.  I have also started tracking how long different tasks take, so my planning is based on real data rather than estimates.  Implementing these changes have made an incredible difference in my day-to-day life. I still face challenges life is not perfectly predictable but now I feel better equipped to adapt without falling apart. 

Final thoughts
Using the Gibbs Reflective Cycle gave me a structured way to not just reflect but to grow. It allowed me to examine my actions, emotions, and thought patterns in a way that led to practical change. Time keeping for me is no longer about watching the clock. It is about staying aligned with my goals, being respectful of others time, and building a routine that will support me to become who I want to become.  This journey has taught me that self-improvement is not about getting it right all the time but to stay committed to learning and doing better.
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