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Introduction

In this assignment I will be talking about three main topics. Time Management, Referencing, and C.V (Curriculum Vitae). I will explain my experiences with these topics through Gibbs Model of reflection and what I have learned as well as what I can now put in to practice. But first a summary of said topics. Time management is the management of time, it is the action one can take to consciously control time spent on a range of things: social life, hobbies, personal interests, family, and personal commitments. Referencing is a way to mention or refer to bodies of work that go into further depth behind topics in this case being Time Management Referencing Curriculum Vitae without the risk of plagiarism in your report. C.V or Curriculum Vitae is a brief or short account of an individual’s education, previous job roles, and current qualifications. C.Vs can vary in structure depending on what is required. 
Description 
Just recently before joining university to further my education and career prospects I became a father late last year. Entering this year with many things to accomplish, I came to an understanding shortly after my course began what tools I needed to refresh myself and as well as learn more about. Currently I have managed to apply these four main topics to my real life. My understanding of Time Management is that it is quite an effective tool. It is something that is effective in all areas of expertise. For myself I would say refreshing my memory on the importance of Time Management has help in such area as figuring out the best time to work, best time to study, and learn the aspects of becoming a parent. Finding the right balance is key and although I have not perfected my skills in time management yet with the knowledge I have acquired, it has allowed me to put in the time required for my family, my studies, as well as my occupation and personal goals. My understanding of referencing is that, when it comes to a report referencing is a terrific way to not only go into further depth without trailing off or taking up necessity space as most reports have a word limit. Referencing allows you to be precise in the information that you give but also allows the practitioner reading/marking your work the opportunity to see where your information has come from. When it comes to the work environment referencing is used by employees to refer employers to past employers to get an insight into the employees work history. During my studies I have my first group project, which I was quite nervous about due to the lack of familiarity with my team members and me. The project involves all groups to pick a company to write about. My group choose Tesla and the task given to me was to explain how such an innovative company as Tesla was able to operate during a time when technology was still not widely used and still growing into what it has become today. My specific role involved me, during my research looking for references that go into depth on the challenges Tesla experienced before introducing the technology to the public. My understanding of Curriculum vitae or C. Vs is that it is commonly used by employees for employers for job roles or to see what said individual qualities tick the key requirements for roles in multiple sectors. I myself have used my knowledge on C.V writing in order to acquire a set of different jobs across a range of fields. I recently joined a company in the Hospitality sector where I had to tailor my C.V to fit the needs of the company. I have skills in the food and warehouse industries, but these are not required so in this case these skills would be void to my employer.
Feelings

At the time I was slightly worried and concerned on how I was going to manage everything, considering that this is my first time experiencing so many different things at once; having a child, being a parent for the first time, becoming a university student and doing teamwork-based course work, managing my own goals and dreams, including working full time as well. I thought maybe I was doing too much but then started to question at that time, what is wrong with loading my plate. My father used to tell me growing up as a kid that if it doesn’t kill you, mentality and physically you can always grow from any situation. So instead of allowing the doubt and stress to overcome me, I just decided to focus on what’s important which is the results. Time Management becomes a key factor in the completion of such tasks. Being able to believe in myself and understand that just by taking my time, carefully planning my day and the order of my tasks can greatly reduce stress levels as well as free up my mental space, allowing more potentially to get done.  I could see during the first assignment briefs explanation that many of my classmates were very nervous as to what the assignment really asked of us. But once everyone calmed down and after repeated examples, I believe everyone is aware of what to do.
Evaluation 

Well so far, a couple positives and negatives did occur. I’ll start with the negatives; late submission, mild levels of panicking when little things choose to randomly go wrong, not being used to having to be very critical with your time, as well as with others. Still managed a few positives during all of this; Grasped a better understanding of Time management, have a better idea on the strengths and weakness of my team and I, and knowing what works and what doesn’t for next time. It’s better to break your assignments in to sections and work on sections periodically. For peace of mind a journal or better yet a Dairy/Calendar helps to stay on top of where you are how far you are and what is left to do. What went well regarding the group project was once the team had a quick conversation about who is going to do what slides things naturally became calmer. One thing I know everyone in the classroom is learning to manage is the natural anxiety that builds in the class, it can be overwhelming at times with multiple ages, cultures, accents, and beliefs in one room. I noticed trying to organise a meeting with all the team members became next to impossible. Luckily at least I was able to meet up with one of my team members and bounce ideas or go to when I was stuck or just needed those little words of wisdom.

Analysis

The areas that went well was due to proper planning and preparation. Everyone completed their contribution to the group project by handling the section of slides given to them by our group leader. The way in which we managed our time could have been better but overall, we managed to get everyone’s individual tasks sorted. The areas that didn’t go so well were just due to poor planning and preparation on my part I know I can do better, and I will do better. I must organise myself more and be more precise and overly protective of my time. Next assignment to comes in I must break down into three main parts, decide what dates to work on such sections make these notes in my dairy. This gives me plenty of time to work on other projects if I have them or finish ones already started. This also allows me to easily track my progress and make amendments as I go along. These are the best ways to manage my time better and complete tasks in a timely fashion. 

Conclusion

All in all, I have learnt the massive importance of time management. It is an imperative skill necessary in all aspects of life from work life to the general day by day. Mastering a skill like Time management is sure to propel you forward towards the gates of success in all areas of expertise. Like I mentioned earlier once I have established a routine of working on assignments as I get them and not waiting till last minute then things will start to run much smoother. Time management, organising my studies would be the skills I need to have a better grasp of in order to prevent this from happening again.
Action Plan

With the knowledge I have gathered through these experiences I am able to take and apply this to a range of areas such as social life, work life, personal development, applications for jobs, prepping for meeting interviews and events. I will continue to look and study the many ways these skills can broaden my knowledge. If I were to be presented with the same situation I would know exactly how to deal with the situation. First find out what the assignment is really asking. Then break up my assignment in to three or four main parts depending on the task or tasks. Finally book in dates to work on such sections periodically. Lastly gather feedback from peers as well as my lecturer.













