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This reflective writing will review my personal experiences and the development of time management and being present during my first academic term in an online learning environment. I leveraged Gibbs’ Reflective Cycle (1988) to support my reflections for more awareness about my learning journey, as Gibbs’ Reflective Cycle provides a structure to reflect on an experience, in the areas of description, feelings, evaluation, analysis, conclusion and action plan. The distinct skill area I reflect on is time management, because having a greater understanding of time management influenced my competency to complete assignments, as well as maintain balance between study and return-to-normal personal life. Through my reflections about my journey, I discovered I had been able to manage distractions by using strategies that I hope to again refer to in the future for some more disciplined study habits.
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Description – What Happened?  
Initially in the semester, I found it quite challenging to manage my own time sufficiently with online learning. It was easy to postpone watching a lecture or beginning tasks, given that most lessons were recorded and that all materials were available online (Xavier and Meneses, 2022). One specific case of this is clear to me. In the second week of the semester, I, along with the other students of the Academic Skills for the Digital Era module, had a task to complete called "Component 1 - Research and Planning". During the research process, I only began two days before the deadline.  Although I completed the task, I struggled with effectively arranging my ideas, finding solid research sources, and proofreading my work and received feedback stating my arguments were clear but lacked substantive development and structure (Xavier and Meneses, 2022). This caused me to realize that the lack of planning, combined with my self-discipline in the digital academic environment, directly influenced my performance.
Feelings – What Were You Thinking and Feeling? 
At that point in time, I felt stressed, guilty, and frustrated with myself for the late effort made. I felt inefficient with my time management, watching so many other peers of my peers submit their work early when I felt like I was behind. In my schedule and use of the timers of focus, I felt empowered and in control, so some of that angst was diminished. When I was directed on what to learn, and not rushing it, I began to enjoy the contents of learning (Allan et al., 2023). There was a sense of pride when I accomplished smaller items, like getting drafts in on time or spending less time scrolling on my phone. Over time, and with that smaller sense of pride, I felt more assured that I could be a more disciplined and independent learner.
Evaluation – What Was Good or Bad? 
My experience had its pros and cons. The main con for me was that when I started, I struggled with time management (Tracy, 2025). This time management handled lots of stress, but also impacted the quality of my work. I constantly underestimated the time it took to complete research or writing, so I have been using my time inefficiently, which elevated my stress level as things were all suddenly catching up with me. My critical thinking and writing development also suffered because I was pressed for time. There were definitely some pros to the experience, and one, in particular, was that I realised I was weak in that area, which was the first step towards making proactive improvement. I developed more insights into self-awareness and self-reflection, and I gained more appreciation for the value of these processes in the development of my writing (critical). I was also able to better leverage the benefits of online tools like Google Calendar and the Pomodoro app to have a more structured study time map (functional). I got the greatest satisfaction from being able to complete my assignments promptly (Rabinovich and Perez-Arce, 2021). Another, but related, positive outcome from the experience was being able to learn about the responsible application of digital resources for "my benefit". I gained a better understanding of what is known as "lifelong learning".
Analysis – Why Did It Happen? 
The difficulties I experienced with time management were more a result of the false availability of flexibility from online learning, known as the online learning paradox (Xavier and Meneses, 2021). This paradox arises from the fact that, because classes and homework assignments are all available in a single space, it can create the perception of an abundance of time for each task. Without structured considerations of my time, however, I would find it difficult to remain motivated and often engage in procrastination. Furthermore, according to Kolb's Learning Cycle (1984), effective learning occurs through concrete experience, reflecting on that experience, conceptualizing your new understanding and then finally experimenting with what you have learnt. Initially, I skipped the reflection phase and thus did not assess how my poor planning impacted my performance. When I began reflecting consciously, I began to see how I was letting gaps into my own preferred learning behaviors (Dontre, 2021). Another contributing factor was the effect of digital distraction. Notifications, social media accounts, and video streaming services kept calling for continued involvement with their platforms.
Conclusion – What Else Could You Have Done?
In retrospect, I'm confident that I could have reduced my stress had I put together a schedule for every week to plan out (balance) the assigned workload across the semester from the start of the module. I could have also completed my coursework earlier, possibly giving me more time and awareness to think more carefully about success with my research and serious consideration of my edits. It's also possible that talking to a tutor or peers would have encouraged more accountability. I now understand that to have successful outcomes in a purely online space is very reproducible in your self-awareness and or self-discipline. The design of simply being online resources is not enough and requires sustainable and self-generating effort to be worthwhile. I could have also made better use of the digital calendar reminders; for instance, I might have broken longer assignments into smaller and more manageable assignments, which would have helped me to be productive with my time, instead of feeling the need to sit down for hours in bursts (Davis, 2019). If I found myself in the same situation again, I would develop a scheduled plan for the assigned coursework quickly and develop a study plan based on short time periods assigned to study rather than sporadic longer hours of studying. Either way, it would make the course workload more manageable.
Action Plan – What Will You Do Next Time?
By reflecting and practicing in the future modules, I will continue to improve my time management and focus skills (Alvarez Sainz, Ferrero and Ugidos, 2019). I will construct a weekly timetable that allows me to study without interruption, take breaks between study times, and have time to review my study time for that module. I will also apply the Pomodoro Technique to cultivate additional focus while working on assignments, and I will continue using the Eisenhower Matrix to assist me with determining priority levels for my work. I will continue to hold myself accountable for the commitments I set for the week by reviewing my progress, and to celebrate meeting my commitments for the week, I will reward myself (Turkle, 2023). I will work harder to limit distractions by studying in a quiet space instead of a shared space that produces distractions, as well as I will always use the Do Not Disturb feature on my devices while studying. Lastly, I will reflect on my working time each week to assess my progress and determine what is working well and what I need to continue to change.
The following SMART goal outlines my plan in detail.
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	Goal
	Details

	Specific
	To improve my time management and focus by consistently following a structured weekly study plan.

	Measurable
	Complete 90% of assigned tasks before deadlines for the next two modules.

	Achievable
	Use digital tools like Google Calendar and a Pomodoro timer to organize study time daily.

	Relevant
	This will help reduce stress, improve academic quality, and enhance digital productivity.

	Time-Bound
	Implement and monitor this strategy throughout the next 12 weeks of the academic term.
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This reflection has indicated that a key consideration for success in online learning is time management. One strategy I learned from my experience- whether or not technology is enriching as an addition to learning is contextual to the adoption and use. My reflection, ultimately, reviewed my habits looking through Gibbs' Reflective Cycle, and that brought my attention to how planning, prioritization and focus are important factors. In fact, I was able to narrow down from a chaotic and disorganized structure to identifiable and steady work habits using intentional approaches like time management, planning using digital planners, and periods of reflection (to re-evaluate my plan and habits), which were all based on the Pomodoro Technique. My next steps on reflection include more opportunities to refine these changes using reflection to inform my ongoing development in my life and studies, at the same time.
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