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Introduction

This report is written with the purpose of presenting and discussing the four topics selected from the list provided, with the aim of understanding their value in the student`s everyday life and future work environment. The four chosen topics are time management, using the library and gathering information, summarising and public speaking and giving presentations. Furthermore, the report will briefly explain each topic and justify the chosen model of reflection by applying it to each chosen topic. The selected model for analysing each topic is the SMART (specific, measurable, archivable, realistic and time-related) objective matrix(fig.1), as the student found it most suitable for the reflective process presented in the report. 

1. Time Management
[bookmark: _Hlk110932384]Time management for students and employees as stated by Williams and Reid (2011) should not be seen as a series of timetables and rigid schedules that cannot be meet, but it should be about finding a working pattern that allows the student to meet all deadlines without much stress and work overload. This type of strategy is considered acceptable due to constant changes that might affect one’s everyday life, without influencing the overall academic or work results. However, poor time management can negatively influence overall student performance when the workload becomes too much as found by Nasrullah and Khan (2015) when performing research on the performance of the students of Qurtuba University. Moreover, the concept of time management is widely used in the studying and work environment, however the practice is completely driven by the student or employee “ability to use time effectively” within the given timeframe (Morgan, 2021,pg.50).
Based on the academic information presented above, time management holds an important place in a student or employee’s life when dealing with large amounts of study and workload. Therefore, by using SMART objective matrix (fig.1) process, students and employees could reflect on previous experiences and create new work patterns that with help break down tasks into more manageable amounts of work for either short-term or long-term projects (Jung, 2007).
The term specific in the Smart goals, refers to the action of the student or worker of clearly understanding the task at hand without having vague ideas of what the outcome should be. By being clear of the outcome from the beginning of the project, the student will be able to create small milestones and breakdown task to accomplish the desired result. In this instance, the outcome of this project, the student had to complete a presentation and report to pass the module, therefore, the next step was to assign appropriate time to each task to be able to complete it on time.

[image: ]
Figure 1. SMART objectives matrix. Source: Mindtools (2019).
The term measurable in this context, is referring to the student`s ability to track his/her progress by setting small goals and ticking them once they have been met. However, realistically the goals sometimes have not been met due to unforeseen events, making the draft of a contingency plan more realistic. Furthermore, a project plan has to be archivable within the time frame given, for example the deadline of an assignment or financial quarter in the work environment have set dates that need to be met. 
In this case the person undertaking the project has to be realistic of the outcome within the timeframe in order to not set expectations that cannot be met. Similarly, to achievable the term realistic is concerned with realistically stating the goal that need to be archived and work towards that by breaking it down and setting smaller goals to overcome obstacles. Lastly, any project must be time-related in order to be able to have measurable objectives. When a student does not set goals, the amount of workload will become too much to manage casing stress and demotivation leading to low grades and poor standard projects.
By analysing how the SMART goals influence a student`s life when planning and reflecting, shows that the concept of time management is no longer seen as an academic term, but an activity that can easily be performed.

2. [bookmark: _Hlk110938517]Using the library and gathering information 
Using the library effectively has always been an important step in a student`s life, since most reading materials for research are found in the books, journals and data bases contained by the library in either physical or electronic format (Morgan, 2021).Furthermore, the use of library by each student is done differently since each individual has a different approach to information gathering and storing, that will later be used for written assessments and exams.
The most effective way of gathering and storing information is to create a note taking system, that allows the student to focus on important points made in class during lectures and when browsing and reading books in relation to a particular project undertaken (Lynch, 2004). There are several ways of creating note taking systems such as diagrams, lists, or tables, that allows the reader to follow the course of information easily. However, the type of note taking, and information gathering is based on the student`s ability to plan the information gathering and utilization withing the project timeline, making the use on SMART objectives matrix more relevant.
	
	Using the library
	Gathering information

	




S


	-Create lists with required books that need to be used in the assessment writing process.
-Get familiar with how books are sectioned in the library to make the process of finding the physical resources easier.
-Ask for help from librarians if usure of further reading materials available for the specific topic of study.
	-Draft data logs with important points that will later be used for written assessments and presentations. 
-Notes must be specific on the topic of study without deviating from the subject that could later affect the accuracy of information.

	
M
	-Reading goals for each week should be set, to be able to deal with large amounts of reading material required for module completion.  
	-Similarly, to using the library the information gathering process must have a method of measure otherwise the load of work will increase overtime.

	

A
	-The amount of reading materials that one person can read is limited given the timeline of a project, influencing the decision making in prioritizing the reading of essential materials over further resources. 
	-The information gathering process should be designed according to the set deadlines for undertaking projects.
-The load of information gathered for any specific topic must be archivable as the information processing time is limited.

	




R
	-Any student using library resources for assessment completion must take into consideration that realistically the physical and electronic resources available are limited; therefore, planning, and reserving materials could become helpful when dealing with institutional resources that many people have access.
-Another way of accessing library resources could be available via class colleagues that already have access to the required materials.
	-The information gathered must be specific to the subject of study, and the student or employee have enough time to process and complete the task required.
-Realistically, students collet either excessive or not enough information in the first years of studying due to inexperience in that regard; however, with practice and constant feedback, the process becomes natural.

	


T
	-Similar with the other points, the time related issue is an important factor affecting the overall outcome of a project when using library resources. 
-Setting goals and small milestones will help keep the volume of work manageable and achievable withing the set deadline.
	-The information gathering process must also be dispersed into small amounts that are specific for each heading or subheading of the project., to allow the completion in time.


Table 1. SMART objectives in using the library and gathering information process. Source: Author
3. Summarizing
The term summarizing refers to the activity of highlighting the most important ideas form a paragraph or text, by either a student or any individual reading a material with the purpose of discussing the main concepts (Cortell, 2019). Summarizing is used in all fields as it provides an easy way of extracting and recording the main ideas from a piece of material. This can apply to book, journals, news publications, lectures and many other written or audio types of content (Bailey, 2015). 
For students, especially, summarizing provides a great opportunity to present concepts and ideas in written assessments, avoiding plagiarism without exceeding the acceptable word count limit provided by the academic institution. To be able to provide an appropriate summary, when necessary, students and workers should use a process to keep track of what information is useful for a specific project. The SMART objective matrix could be used in the context of summarizing as it creates boundaries to keep the researcher grounded and on track with the project`s purpose (Morgan, 2021).
As presented in the previous topics, the process of summarizing a text must also be specific to the topic of study. The student must read the text carefully until the main ideas emerge, taking notes along the way to avoid missing any important parts that could become crucial in writing a well-researched assessment. The summarizing process should also be measurable, as it will help with the writing of the final draft before submitting. To ease the process of summarizing of a text, the creation of charts, tables or notes will help with storing the important information and provide the student a way of keeping track of the progress.
The summary of a text must be archivable in the time available; therefore, the student should always check the notes taken with the original text to make sure that the main points have been identified correctly before moving to the next point. By performing this activity, the student can understand how long it takes for each piece of material to be summarized before moving to the next, to allow him/her to plan accordingly to meet the project`s deadline. 
The last two sections of the SMART objective matrix, the realistic and time-related topics, are addressing similar matters. The summarizing must be realistic, and time related to the project studied without deviating from the topic and finishing in the given time. By setting realistic goals, the student will be able to finish the project in a realist time, if contingences are set in place as unexpected events can occur at any moment. Furthermore, since the summarizing is not the final step in an assessment or any project, a realistic time should be designated for the writing of the final document. 
As presented above, summarizing is an important skill that students can develop during studying which can be used in any workplace after graduating. By practicing it in university, the skill will be highly appreciated in the working environment further on.
4. Public speaking and giving presentations 
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