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Time management


Particularly when it comes to studying, my time management abilities are mediocre, at best. In order to maximise my study time, I must develop effective study habits that will help me cope with the stress. As a result, acquiring some useful memory strategies, establishing a decent support network, and collaborating with other students will improve my study habits.
Time management is critical not just in businesses but also in our personal life.

Time Management includes:
                  1.	Effective Planning

2.	Setting goals and objectives

3.	Setting deadlines

4.	Delegation of responsibilities

5.	Prioritizing activities as per their importance

6.	Spending the right time on the right activity

There are different time management principles, today I will discuss about The Vilfredo Pareto principle, which us very popular.
He was an economist who proposed that 80 percent of the issues people face stem from 20 percent of all causes.
When it comes to personal time management, this may appear to be a philosophy that is too tough to apply. However, when it comes to issue solving in general, the "Pareto 80-20 rule" can be extremely useful.
In order for me to efficiently maximise my time, I must first understand this one 
critical step. This is necessary for the Pareto principle to function. I need to understand this with wisdom in order to recognise the "repeated patterns" in my daily schedule that may be interfering with my productivity.
The Pareto principle for successful time management is a simple concept that states that if I can effectively identify and alter only 20% of the sources of my difficulties. That is in my current personal time management system, and I will eventually be able to solve 80 percent of the difficulties that are causing me difficulty.
I should work on finding the best solution to whatever is bringing me problems and difficulties. This should be my top priority because it will eventually affect everything as I work on various jobs and activities throughout the day.
Effective time management does not imply that I should give up all my free time or the time I currently spend relaxing and enjoying my life. The Pareto principle exists to make things easier for me.
Modern time management systems employ many kinds of time tracking to assist me in identifying the hurdles to efficient time management.
Time management tools can be digital or traditional in nature, such as organisers, planners, and calendars.
However, in order for these tools to perform properly, I need adequate discipline and determination to maximise my time.
Methods such as the Pareto principle offer insight and encouragement in the formation of new and improved habits. This has the potential to increase the rate of performance and achievement. This will allow me to achieve my goals on a more consistent basis.
The Pareto principle is a fundamental time management approach that can boost my performance by simply focusing on tackling my personal and non-personal problems first, so that things run more smoothly. This is a principle that most people who desire to improve their time management do not consider.
Here are some useful tips for managing my time
There are times when I should avoid taking unplanned phone calls unless I am in a customer-facing, reactive role (customers can be internal as well), and even if I am in a customer-facing, reactive role there are times when I should avoid taking unplanned phone calls. Otherwise, I will never get anything important and proactive done.
I must challenge any regular tasks, meetings, and reports that are inherited or handed down from above. Don't be a slave to an inefficient system or technique.




Reflective writing

An act or practise of thinking carefully or deeply about a particular topic, often including influences from one's past life and experiences, according to the Oxford English Dictionary (2012). Through the process of reflecting on an event and learning from it, reflection is a strategy for facilitating self-development and deeper learning. Learning from an event is something that everyone can talk about. However, reflecting in writing takes it to the next level by putting that learning into a more permanent and organised form of an academic report and by linking it to academic theory.
Reflective Writing:
· provides a method for making the most of an experience (transforming surface learning into deep learning) 
· can be used to track my progress during your university studies
· can boost my performance by incorporating the results of your contemplation into future practise
· is a method of learning that involves connecting theory to practise. 
· is a talent that can help me develop professionally once you graduate from university.

Various types of reflective writing are available to you. The piece of work may be examined for my course and include academic theory. A diary or journal is another sort of reflective writing that is produced entirely for my own benefit, in which i record my ideas and feelings concerning my learning experience on a regular basis.



Models of reflection 
Part of completing a reflection is an inner sense of discomfort (in fact the first stage of reflection as described by Boyd & Fales 1983) So it's no surprise that many individuals put it off and may even try to avoid it entirely, possibly by engaging out modest reflections simply to meet CPD or course requirements.
The following is a brief guide to the various models of reflection.
Gibbs reflective cycle (1988)
Graham Gibbs is a professor of psychology who developed a paradigm for productive reflection (see chart below). The Gibbs model is beneficial for breaking down the reflective process into meaningful and achievable steps. The steps serve as a road map for achieving reflection in any form (writing, speaking, art). Gibbs' approach consists of six steps, which are discussed in greater depth below: description, feelings, assessment, analysis, conclusion, and action plan.
Good for: 
The basics are a solid starting place, and there are six main levels. Makes me aware of all the stages i go through when experiencing a certain event.
Criticisms are: 
superficial reflection- no referral to critical thinking/analysis/assumptions or viewing it from a different perspective (Atkins & Murphy 1993). Does not have as many or as in-depth probinginquiries as other models.[image: ]
Kolb reflective cycle (1984)
Experiential learning is the name given to Kolb's reflective approach. That experience forms the basis of this model. It is then carefully examined and studied before being evaluated in three phases. If all goes well, the new experiences will serve as the starting point for another cycle.
For example, I consciously and physically experience a situation that makes me realise I need to reflect systematically to acquire something new or improve on my current skill and practise. At this point, I'll make a mental note of the circumstance and describe what I see, how I feel, and what I think.
Good for:
making a decision , Basic starter., asking how/why, Doing, and testing out are all part of the process.
Criticisms are:
shallow reflection- no reference to critical thinking/analysis/assumptions or looking at it from a different angle (Atkins & Murphy 1993) There aren't as many or as in-depth probing questions as in other models.[image: ]


Driscoll model (1994)
· To me, the Driscoll paradigm for reflection is among the most fundamental. 1994, 2004 and 2007 were the years Driscoll developed this. Terry Boston submitted three stem questions to Driscoll in 1970: What? So What? Now what?
For the reflection cycle to be completed, Driscoll added trigger questions that must be answered in order for the stem questions to be answered. 1994, 2000, and 2007 were the years in which the three questions were created. John Driscoll's Model of Reflection is one of the most basic models of reflection available.
By answering these three questions, I may begin to analyse and learn from my experiences. To begin, it is necessary to describe the event or experience. The context is critical. This provides the user with a fuller picture of what is going on. This is accomplished by considering the question "what?" What did you take away from the experience? The final phase urges the user to consider the action done because of the reflection. Should behaviour be altered? Is it necessary to introduce something new? Is the status quo sufficiently positive that no adjustments are required?
[image: ]
Good for: Organizational structure. Cued queries that are simple to understand. When I am out and about, remember the basic "What? So what?" “What now?”
Criticisms are: 
It does not lead to a more in-depth reflection on myself, merely on the situation.

Paraphrasing

A paraphrase is:

· My own interpretation of important facts and ideas offered by someone else, delivered in a new way.
· One legal technique to borrow from a source (when supported by proper documentation).
· A more extensive restatement than a summary, which focuses on a single primary point in a brief manner.

As a result, paraphrase is beneficial and inspiring to me. Paraphrasing is significant because it demonstrates that I understand the source well enough to write it in my own words. I can't afford to overlook any nuances when delivering stories or learning new topics at university. When I paraphrase, I learn things for the long term, not just for the test.
It is preferable to quoting facts from an unremarkable chapter.
It also helps me resist the urge to quote excessively.
The mental process required for successful paraphrase assists me in grasping the original's full meaning.
Steps for Effective paraphrasing:
· I will reread the original passage till I grasp it completely.
· Set away the original and write my paraphrase on a note card.
· If i wish to utilise this information later, make a few notes under my paraphrasing. Notes or topic by writing a significant word or phrase at the top of your note card.
· Check my rendition against the original to ensure that it accurately presents all of the important information in a new form.
· Use quotation marks to indicate any unique term or phraseology that I have taken directly from the source.








Summarizing

It's not hard for me to summarize a text. In contrast to a paraphrase, a summary is much shorter than the original text. Like paraphrases, summaries require a source to be cited at the end of the summary.
A summary, in my opinion, is an effective approach to summarize a text, theory, interview, etc. However, it's crucial to remember that a pure summary is limited to summarizing a source and does not include any new information or ideas. A summary is used to summarize what has already been said in other works such as books, journals and so on. For example, an academic essay cannot just summarize past research unless it is expressly specified in the assignment.
Writing summaries may be beneficial in a variety of contexts and at various stages of the writing process. Annotating a bibliography and writing literature reviews are examples of how summarising is used to support an argument. The benefit of summarising is that it helps the reader to contextualise what you're saying by providing the "big picture."
Out of consideration, summarising helps me as a writer to see where I'm heading with my work, which portions require development, and if I've grasped the content.
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