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1. [bookmark: _Toc140766986]Introduction
Skills can support a person to develop his own life and growth effectiveness and competence. To be successful in one’s life, everyone should have some kind of skills. There are so many skills that can be developed by the students, like academic writing skills, time management skills, presentation skills, communication skills, team working skills, and so on. These skills can help a person to develop a well-rounded perspective, and succeed in various areas of life (Paul H Wise, 2011).
In this individual report is described time management and team working, also is attached the importance, the process and the benefits in academic skills.
Remember that developing academic skills is an ongoing process. Continuously seek opportunities to learn and improve, and don't hesitate to seek guidance from mentors, professors, or academic support services available at your educational institution.
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Skills can help a person to develop his own life and 
increase  effectiveness  and  efficiency.
Addressing these academic problems and developing the corresponding skills takes time and practice. Seeking guidance from teachers, tutors, or academic support services at the institution can also be beneficial (Shapiro, 2011).
In addition to these strategies, universities often offer resources to help students improve their academic skills. These may include workshops, counseling services, or academic support programs. Encouraging students to seek out these resources, can provide them with additional guidance and support.










[bookmark: _Toc140766987]2. Time management

Time management refers to the method of planning, organizing, and monitoring the time consumed on exact actions in order to improve productivity, efficiency, and success. It includes setting areas, prioritizing tasks, distributing resources, and making decisions about how to use time effectively (Rapp AA, 2013).
2.1 General Time- Management Tools 

Time management skills are essential for maximizing productivity, reducing stress, and achieving goals effectively. A comprehensive review of time management, literature found three scopes of time management behaviors: time assessment, planning and monitoring.  
By monitoring and evaluate the progress regularly, identifying areas of improvement or time sinks. This awareness helps persons to make necessary adjustments and optimize the time management strategies.
 Here are some key time management skills that can help the student to improve productivity and efficiency (Nongmeikapam Jinalee and Amit kumar Singh, 2018):
· Goal Setting:
Set clear, specific, and achievable goals. Break them down into smaller tasks and create a plan to work on them systematically. This helps you stay focused and motivated.
· Prioritization: 
It involves determining which tasks should be given higher priority and addressed first, considering the impact they have on your goals, responsibilities, and overall productivity.
· Planning and Scheduling: 
Planning involves setting goals, defining objectives, and determining the steps needed to achieve them, while scheduling involves allocating specific time slots or periods for tasks and activities within the overall plan. Both planning and scheduling work together to provide a framework for managing your time, resources, and efforts in a systematic and organized manner (Christo, 2013).

 The time management skills are developed through practice and self-discipline. Experiment with different techniques, observe what works best, and adapt the approach as needed. Consistency and commitment to effective time management will lead to improved productivity and a more balanced lifestyle.
[bookmark: _Toc140766989]2.2 Process of Time Management
The process of time management involves several steps and strategies to effectively plan, prioritize, and utilize your time (Technofunc, 20 October 2020).
The process of time management can be divided into the following five steps:
1. STUDY - Time Utilization Study:
The goal of a time utilization study is to make informed decisions about how students spend the study time and improve study habits. It's an iterative process, and continuous evaluation and adaptation are key to achieving optimal time utilization for studying. It aims to identify areas of improvement, optimize the study routine, and increase productivity.
2.  IDENTIFY - Identification of Wasted Time Periods:
Identifying wasted time periods is an essential part of improving the time management and increasing productivity. By analyzing the daily routine, tracking the time, and examining patterns and habits, by pinpoint areas where time is being wasted. This process allows student to take proactive steps to address these issues and make the most of valuable time.
3. ANALYZE - Reasons behind Wastage of Time:
Analyzing the reasons behind time wastage provides valuable insights into the behaviors, habits, and external factors that contribute to inefficiency. By understanding these factors, students can implement strategies and make intentional changes to improve time management, increase productivity, and achieve the goals more effectively.
4. DECIDE - Possible Remedial Measures:
 The importance of deciding on remedial measures lies in the opportunity to take proactive steps towards improving time management. By implementing appropriate strategies, setting boundaries, and optimizing workflows, students can enhance efficiency, overcome challenges, and achieve a better balance between studies and personal life. 
5.  IMPLEMENT – Put the Strategy into Action:
Successful strategy implementation requires a coordinated effort, effective communication, monitoring progress, and adaptability. By taking these steps, organizations can effectively turn their strategic plans into tangible actions that lead to the desired outcomes.

[bookmark: _Toc140766990]2.3 The Benefits of Good Time Management

Good time management offers numerous benefits that can positively impact various aspects of your life. Here are some key benefits of practicing effective time management (Mark Pettit, 2020):
· Increased Productivity: 
When someone manage the time well, it become more efficient and focused. By prioritizing tasks effectively, eliminate time-wasting activities, and allocate more time to important activities. This leads to increased productivity and the ability to accomplish more in less time.
· Reduced Stress: 
Effective time management helps reduce stress levels. By having a clear plan and schedule, it can feel more in control of time and tasks. Proactively managing deadlines and avoiding last-minute rushes allows people to work in a calmer and less stressful manner.
· Improved Decision Making: 
Time management allows people to allocate sufficient time for important decision-making processes. With better planning and organization, by having the opportunity to consider options, gather information, and make informed decisions, leading to better outcomes.
· Increased Opportunities: 
With improved time management, the person can seize more opportunities. By staying organized and completing tasks on time, it creates room for new projects, learning opportunities, and personal growth. It can be better positioned to take on additional responsibilities or pursue new ventures.


· Personal Growth and Development:
 Operative time management enables to distribute time for self-improvement, education, and personal development. By investing time in developing new skills, pursuing interests, and engaging in continuous learning, it can expand the knowledge and capabilities.
In summary, the benefits of time management contain better lucidity, bigger ability, and greater assurance. Good time management supports to realize bigger goals, decreases procrastination, and increases productivity.

[bookmark: _Toc140766991]3. Team working for students
Team working for students promotes collaboration, communication, and the development of essential interpersonal skills. It prepares students for real-world situations where teamwork is a vital aspect of professional and personal success.
A team is a group of individuals who come together to work towards a common goal or objective. In a team, members collaborate and contribute their skills, knowledge, and efforts to achieve shared outcomes that would be difficult or impossible to accomplish individually (Chandramohan Mishra, 2023).

[bookmark: _Toc140766992]3.1 The importance of Team working for students

Teamwork is of great importance for students as it offers numerous benefits and plays a vital role in their overall development (Team Leverage Edu, 2021):
· Teamwork requires effective communication among team members. By collaborating with others, students learn to express their ideas, actively listen to others, and articulate their thoughts in a clear and concise manner.
· Teamwork allows students to interact with their peers, fostering the development of interpersonal skills such as empathy, respect, and cooperation.
· Team projects often require students to analyze problems, evaluate alternatives, and make informed decisions collectively. Through this process, students develop critical thinking skills as they engage in discussions, challenge ideas, and explore different viewpoints.
· Teamwork provides opportunities for students to assume leadership roles, delegate tasks, and guide their peers towards achieving shared objectives. By taking on leadership responsibilities, students enhance their decision-making abilities, develop organizational skills, and learn to motivate and inspire others.
· Teamwork provides a platform for students to learn more about themselves and their strengths and weaknesses. By working in a team, students can identify their areas of improvement, develop self-confidence, and build a sense of accomplishment through the successful completion of team projects.
Overall, teamwork prepares students for success in academic settings and future careers by cultivating essential skills, promoting collaboration, and fostering personal growth. It not only enhances their academic performance but also equips them with valuable interpersonal and problem-solving skills necessary for their overall development (Prajash Jala, 2023).

[bookmark: _Toc140766993]3.2 The 5 Stages of Team Development

The five stages of team development, as proposed by psychologist Bruce Tuckman, are (Deirdre Scully, 2023):
	Forming
	In the forming stage, team members come together and get accustomed. They may feel excited, anxious, or uncertain about the team and its purpose. Roles and responsibilities are typically unclear, and individuals may be cautious in their interactions. The team relies on the leadership of a designated leader to provide guidance and direction.

	Storming
	While the storming stage can be challenging, it is an essential part of team development. By addressing conflicts, encouraging open communication, and fostering a supportive environment, teams can move past storming and towards becoming a cohesive and high-performing unit.

	Norming
	The norming stage marks a transition from conflicts and tensions to a more harmonious and productive team dynamic. By establishing shared norms, building trust, and improving communication, teams can work together more effectively and achieve their objectives with greater efficiency and satisfaction.

	Performing
	During the performing stage, the members work organized seamlessly, leveraging each other's strengths and collaborating efficiently towards common goals. Trust and open communication are the norm, and the team functions as a cohesive unit. This stage is characterized by synergy and the ability to accomplish tasks effectively.

	Adjourning
	 It occurs when a team completes its project, task, or assignment and is ready to disband. The adjourning stage involves wrapping up activities, reflecting on the team's accomplishments, and transitioning team members to their next endeavors. By acknowledging the team's accomplishments and ensuring a smooth transition, organizations can foster a positive team culture and support the growth of individual team members.




It's important to mark that while these stages offer a broad framework for team development, not all teams pursue the similar linear evolution. Teams may cycle back and forth between stages, particularly if new members join or if the team faces significant changes or challenges. Effective leadership, communication, and conflict resolution skills are essential throughout the team development process (James Smart, 2021).
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In conclusion, time management and team working are crucial components for achieving productivity and success in any endeavor. By effectively managing time and working collaboratively within a team, individuals and organizations can optimize their resources and achieve their goals more efficiently (I.P.S. Ahuja and J.S. Khamba, 2008).
When time management and team working are combined, the benefits multiply. A well-managed team that values time and works cohesively can maximize productivity, meet deadlines, and deliver high-quality results. Effective time management within a team ensures that tasks are completed on schedule, avoiding delays and bottlenecks. By coordinating efforts, sharing knowledge, and supporting one another, team members can accomplish complex projects more efficiently.
5. [bookmark: _Toc140766995]Gibbs' Reflective Cycle 
Gibbs' Reflective Cycle is a popular framework for reflective thinking and learning. While it is commonly used in healthcare and education, it can be adapted to various contexts, including time management and team working.
This part of reflection will focus on my development and involvements during my study in University of Wales Trinity Sant David. I will be using the Gibbs 1988 model of reflection (Gibbs, 1988). This cycle assisted me to reflect in a planned and operative way. The theme of this paper will reproduce on my time management skills and team working, while keeping the essential values of practice at all time (NMBA, 2016).
Mastering time management skills and fostering effective teamwork are essential for individuals and organizations striving for success. By valuing time, planning effectively, and working collaboratively, individuals and teams can optimize their performance, achieve their objectives, and thrive in today's dynamic and competitive environment (Hashimy, 2023).
5.1. [bookmark: _Toc140766996]Reflection on Time management
Time management permits people to arrange responsibilities, set real targets, and distribute the time effectively to complete the aims. It involves planning, organizing, and implementing strategies to make the most of the available time. Effective time management reduces stress, improves focus, and enhances productivity (Brigitte J.C. Claessens, 2007). It also helps individuals maintain a healthy work-life balance, promoting overall well-being.
Learning to make an exact plan for my daily tasks and make my day as productive as possible is something very accommodating which was recommended to me by the lecturer Dr. Yousuf Kamal. What I mean by definite is that it is time-specific and nature-specific. In addition, I have constantly got of the term SMART but I did not offer it my attention because I believed it would be just similar many other worthless methods of time management. However, in my daily life the way this lecture demonstrated this term or method is greatly special and has helped me in executing this method.
Reflecting on time management helps us gain insights into our habits, strengths, and areas for improvement. It empowers us to make informed decisions, optimize our productivity, and create a more balanced and fulfilling life.

5.2. [bookmark: _Toc140766997] Reflection on Team working

6. During  the  teamwork  experience,  I  felt  teamwork  is  not  an  easy  job.  In  the  evolve  of  team 
7. building, Tuckman’s teamwork theory of Four Stages of Group Development can help me better 
8. understand and manage various problems or unexpected circumstances that might happen at 
9. different stages of team development (Miller DL, 2003).
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As with any effort, we confronted some initial obstructions. With this existence our first college team assignment, we were all stepping on unacquainted territory.
By using Gibbs' Reflective Cycle in the context of team working, I can analyze and learn from my experiences, identify opportunities for growth, and develop strategies to enhance teamwork skills. This reflective approach helps in improving communication, collaboration, and overall team dynamics, ultimately leading to more effective and successful team outcomes.
In a determination to overcome the primary shyness, we took the time to appreciate and try to identify our associated team members; in doing so, creating a friendly and inspiring environment for everyone to share their ideas whist too confirming everyone felt successful. Receiving the team to work was important for the team to get results.
On the other hand, teamwork involves individuals working together towards a common goal, leveraging their unique skills and expertise. Effective teamwork promotes synergy, innovation, and problem-solving. It fosters effective communication, trust, and mutual respect among team members. By pooling their resources and sharing responsibilities, teams can achieve more than what individuals can accomplish on their own. Collaboration within a team also encourages learning and growth, as individuals can learn from one another and develop new skills (Evan M. Glazer and Michael J. Hannafin, 2006).
In conclusion, reflection plays a crucial role in team working. It allows teams to learn from their experiences, identify areas for improvement, and enhance their overall performance. By incorporating reflection as a regular practice, teams can continuously grow, communicate effectively, and collaborate more efficiently, leading to successful outcomes and a positive team dynamic.
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