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[bookmark: _Toc130481077]Task 2: Academic report
[bookmark: _Toc130481078]Introduction
Time management is the process of organising time spent on various tasks to maximise productivity and effectively accomplish goals (Bhasin, 2021). It entails setting deadlines, prioritising tasks, and using planning tools like calendars as well as to-do lists. Stress can be reduced, productivity can be increased, and work-life balance can be improved with good time management (Sahar, 2021). The report will discuss the value of time management skills for students and working professionals in addition to listing time management tools and techniques. It will also provide instances of time management abilities in relation to UWTSD academic studies. Additionally, it will offer suggestions for how business students can best enhance their time management abilities.  
[bookmark: _Toc130481079]Time management techniques
The Eisenhower Matrix and the Pomodoro Technique are the two most efficient time management strategies that were discussed in class. The Pomodoro Technique divides work into 25-minute segments and then incorporates brief breaks (Cirillo, 2018). This method fosters concentration, lessens fatigue, and boosts output. The Eisenhower Matrix involves classifying tasks according to their importance and urgency and then prioritising them as necessary (MindTools, 2021). It increases productivity and lowers stress by assisting people in determining which tasks must be completed right away and which can wait or be delegated. 
There are also various time management tools that will be found through research and reading. There are many tools for time management that are available to help people manage their time well. A calendar is a common tool that people use to schedule meetings, appointments, and deadlines all at once (Brodsky, 2019). Calendars can be physical or digital, and some well-liked digital options are Microsoft Outlook and Google Calendar. Additionally, note-taking applications like Evernote and OneNote can aid people in maintaining their organisation and remembering important details. These tools make it possible for people to gather and keep notes, articles, and other pertinent data in one place for later access and reference (MindTools, 2021).  
[bookmark: _Toc130481080]Importance of time management skills to students and business professionals.
Time management skills are essential for both students and business professionals as they may make people more productive, less stressed, and more successful at achieving their goals. Effective time management techniques can assist students in juggling their academic workload with extracurricular activities, part-time jobs, and personal obligations. Students can avoid procrastination and meet deadlines with less stress by prioritising tasks and breaking them down into manageable steps (Sahar, 2021). Additionally, effective time management abilities can aid students in getting the most out of their study sessions and improving their academic performance (Bhasin, 2021).
On the other hand, having good time management abilities is crucial for business professionals to succeed at work. Professionals are better able to meet deadlines and increase productivity by setting priorities for their work and using their time wisely. Reduced workplace stress and improved work-life balance are two additional benefits of effective time management (Sahar, 2021). Furthermore, having effective time management abilities can be important for career advancement as they show one to be organised and productive (Bhasin, 2021).
[bookmark: _Toc130481081]Time management skills in relation to the studies at UWTSD
My own effective time management skills are essential during my studies at the UWTSD to successfully complete my studies while trying to balance my other obligations and the demands of my academic workload. I can use a variety of time management techniques while studying at UWTSD. I can organise my academic work according to deadlines, importance, and level of difficulty. I can organise my tasks using a to-do list or task management app to ensure that I complete the most important ones first. I can also set objectives for every term of study, like getting a certain GPA or finishing a certain number of assignments. I can stay motivated and committed to achieving my goals.
I can also plan my study time so that specific blocks of time are set aside for reading, attending lectures, finishing assignments, and taking part in extracurricular activities. I can manage my time well and avoid procrastination by sticking to a regular schedule. To stay focused and productive, I can also limit distractions like social media, email, and television during my study time. To avoid getting side-tracked, I can block distracting websites using productivity software or browser add-ons. At the UWTSD, I am learning and sharpening these time management techniques so that I can increase my output, lower my stress level, and succeed academically.
[bookmark: _Toc130481082]Recommendation on the best ways CertHE business students can improve their time management skills.
Time management is an important skill for students, especially those working towards a Certificate of Higher Education (CertHE) in Business. Students who manage their time well can successfully balance their academic, personal, and professional obligations, which will ultimately result in academic success and career advancement. The following are some suggestions for CertHE Business students to enhance their time management abilities:
[bookmark: _Toc130481083]Setting realistic goals  
Students need to decide what their academic and personal objectives are and set deadlines that are doable. They can prioritise their tasks and manage their time more effectively as a result (Fogarty and Pete, 2017).
[bookmark: _Toc130481084]Creating a schedule 
Students should make a weekly or monthly schedule that incorporates their coursework, assignments, and other commitments. There should be time built into this schedule for rest, recreation, and breaks (Covey, 2004).
[bookmark: _Toc130481085]Prioritise tasks 
The most crucial and urgent tasks should be prioritised first by students. They can effectively manage their time and stop procrastinating as a result (McLeod, 2018).
[bookmark: _Toc130481086]Avoid distractions 
During study time, students should limit interruptions like social media, email, and phone calls. They may be more productive and able to maintain focus as a result (Seaward, 2018).
[bookmark: _Toc130481087]Conclusion
In conclusion, both students and business professionals need to have strong time management skills. Effective time management techniques can support University of Wales Trinity Saint David students in balancing their academic workload with other commitments and efficiently achieving their academic goals. Time management techniques that can be used while studying at UWTSD include setting priorities, setting goals, making a study schedule, and staying focused. Students can increase their output, lower their stress levels, and succeed academically by developing and honing these skills. Time management skills are becoming more and more crucial in today's fast-paced and competitive world, and people who can do so will likely succeed in both their personal and professional lives.


[bookmark: _Toc130481088]Task 3: Reflective report
[bookmark: _Toc130481089]Introduction
This reflective report entails reflecting on how the learning in this module allowed me to develop various academic skills including referencing, academic writing and research skills.  I will use the Gibbs reflective cycle to reflect on key activities that took place during the learning process.  The Gibbs Reflective Cycle is a technique used to lead people's reflective thought. It has six stages, including the description of the circumstance, the feelings, the evaluation, the analysis, the conclusion, and the action plan (The University of Edinburgh, 2020). The cycle encourages people to critically examine their past experiences, which promotes growth on both a personal and professional level as well as better performance and decision-making (The University of Edinburgh, 2020).  
[bookmark: _Toc130481090]Description
Learning this module has been very interesting. Learning referencing, academic writing and research skills allowed me to achieve higher grades and to succeed in my studies. In referencing, I learnt that referencing the work include using the in-text citations and adding the reference list at the end of the work. It was noted that the purpose of using citations and quotations is to substantiate the arguments with academic sources and to show how one author supports or contrasts with another. Additionally, I have learned that referencing a piece of writing is done to show that you have read it, prevent plagiarism, clarify concepts, and put quotations and paraphrases from other writers into their proper context. When students correctly cite their work, they are proving that they have done extensive research on the subject and are able to back up their arguments with facts and opinions from professionals, which lends credibility to their work and will assist them receive higher grades for their efforts.
For academic writing session, the session contained the composition of sentences, composition of paragraphs and using data. I learnt that there are different types of sentences including simple, compound and complex sentences. Simple sentences typically consist of a subject, a verb, and a phrase that includes some additional information. They make logical sense when taken together. When expressing an opinion or statistic, simple sentences can be useful. short phrases can be powerful. Compound sentences are made up of two simple sentences that are typically connected by and or but. In this merged sentence, there will be two verbs. A main clause and supporting clauses are found in complex sentences, on the other hand. A main clause is a semantic cluster centred on a verb. Although a subordinate clause often adds depth and description to the main clause, it also contains a verb that would be meaningless if it were written on its own. Data can be presented in the form of a sentence, graph, table, or image. Students should always cite and reference the information's original source. Utilising data can help students get better grades by supporting and developing the points.
Research skills are a collection of skills and methods that people use to collect, examine, and assess data to resolve a particular research issue or question. To conduct effective research, one must be able to develop focused, succinct, and answerable research questions, objectives, and hypotheses and be able to look up, assess, and combine data from reliable sources, such as databases, books, academic journals, and online sources.
[bookmark: _Toc130481091]Feelings
I felt nervous and overwhelmed during the beginning of the module because everything looked new and more complex. Tasks looked difficult to handle but my hardworking kept me pushing and aiming higher. At the end of the module, I became relaxed and being able to handle tasks of every nature. 
[bookmark: _Toc130481092]Evaluation
Learning referencing and academic wring was very successful since this is what I was looking forward to knowing. However, learning research skills was unsuccessful because I did not have much time to focus on finding the relevant information concerning the skill. 
[bookmark: _Toc130481093]Analysis
Skills in academic writing, referencing, and research are interconnected and necessary for creating high-calibre academic work. Referencing is the process of citing the sources of data used in academic writing. It entails including a list of references at the end of the document in addition to referencing sources within the document's body text. References are used to acknowledge the creators of the sources used as well as to make it possible for readers to find and confirm the information cited (Smith, 2010). 
Academic writing refers to the creation of written work for academic purposes, including essays, research papers, and dissertations. It calls for extensive amounts of critical thought, analysis, and synthesis of data from various sources. Good academic writing is based on thorough research and is crystal clear, succinct, and well-structured (Swales and Feak, 2012).
Research skills are the aptitudes and methods used to compile, examine, and interpret data to respond to a particular research problem or question. Identification of research questions and objectives, literature reviews, the design of research methods, the gathering and analysis of data, the evaluation of results, and the communication of research findings are all components of effective research skills (Flick, 2018). 
These abilities are interconnected because academic writing requires proper and accurate citation of sources, which in turn requires strong research skills to find and assess sources. Understanding academic writing conventions, such as citation styles and formatting, is necessary for effective referencing. Similar to this, strong academic writing is built on thorough research and strong research techniques. As a result, producing high-quality academic work requires strong research abilities, effective referencing, and good academic writing.
[bookmark: _Toc130481094]Conclusion
In conclusion, developing strong referencing, academic writing, and research techniques is crucial for creating academic work of the highest calibre. These interconnected skills call for a combination of critical thinking, information analysis, and synthesis from various sources. Although it takes time and effort, mastering these abilities is crucial for academic success.
[bookmark: _Toc130481095]Action plan
Based on this reflection on learning of referencing, academic writing, and research skills, I will look over my previous work, evaluate my strong points and areas for development, and make goals. I will practise using these abilities on new assignments, get input from instructors and peers, and seek feedback to improve my skills.
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