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[bookmark: _Toc131531472]1. Introduction

Education is the key behind most successes worldwide. To be knowledgeable in various areas is what makes a person well-educated, able to make quick decisions, create new opportunities and drive themselves closer towards their dreams and goals. I am working to improve myself and be able to develop business strategy that can be of specific help to the elderly. The following report will focus on two key things that will help me achieve that – identifying the priority skills I aim to develop in the near future and how they can be applied to realize the target goals for my business strategy. It will cover areas such as time management and managing stress and wellbeing by identifying and evaluating relevant examples from The Study Skills Handbook by Stella Cottrell. 
















[bookmark: _Toc131531473]2. Main body

[bookmark: _Toc131531474]Identifying my goals 

Setting goals is the only way a person can move forward and achieve better results. Depending on the goals, different skills will be required to achieve the targets related to these goals. As I have chosen to pursue a career and create a business that engages directly with people, I discovered that it is very important for me to develop two main skills. I will be using The Study Skills Handbook by Stella Cottrell to support my ideas and visions on why these skills will help me achieve my current and future goals. 
[bookmark: _Toc131531475]What skills are to be used to achieve my goals and why?

[bookmark: _Toc131531476]Time management 
Time management is key skills to develop for everyone, whether being a student, professional or simply focusing on your life in another area. As a student there are some commonly met challenges that are likely to appear when we think about that a student spends a lot of their time independently. For example, dealing with things that demand a lot of our time, such as jobs, day-to-day living and tasks, keeping healthy or simply managing our shopping (Cottrell, 2019). Students are also expected to meet their deadlines, organise their independent study online and in person, for example attending the library. Most of these activities can be hard to organise correctly as there are things that could serve as a distraction or even look important at the time when their overall value and importance is very little (Cottrell, 2019).  
There are multiple ways to help a student identify what is important and what not, to achieve the maximum potential they have and ensure that they manage their time properly. To start with, it is very useful to ensure a student is familiar with the tasks they are given – for the day, week, semester and overall targets for the year (Cottrell, 2019). Writing down constructive questions to evaluate how effective this can be is a good strategy. Some of the key things to consider are time, distractions, workload. To build good habits and be able to assess your level of skills, it is important to think of how much you dedicate for a task or studying overall, and how well this time is used. (Cottrell, 2019). Less hours of work with no distractions will always equal better results than long hours of work when you have a lot of distraction and are also tired. It is important to plan in advance and try to predict the amount of time a task will need. Quick decisions are key so that you stay focused on the result and the required outcome (Cottrell, 2019).
[bookmark: _Toc131531477]Managing stress and well being
Time management on its own is a big challenge, but it gets even harder when stress also appears as a result of inappropriate planning of time. Managing the stress and maintaining well-being is key to success as a student and in life in general (Cottrell, 2019). Stress is natural and appears often in the life of everyone. To manage stress the right way is hard. On the other hand, not managing it well, could lead to feeling overwhelmed and will affect the studying and thinking process (Cottrell, 2019).
It is important to acknowledge anxieties and worries early on so that they do not turn into excess stress. Underestimating a task could lead a student to a big challenge later and escalate their stress levels (Cottrell, 2019). Procrastination must be handled well, because this is often the reason of many missed deadlines and failed tasks for a student. It could create irregular patterns of stress that will stop productivity or decrease its levels and therefore affect in a negative way the performance of a learner. Another key thing to focus on is the distribution of work (Cottrell, 2019). The right distribution of work and breaks will define the level of productivity. Higher productivity is achieved with focused work and regular breaks, and this will allow for the low levels of stress to be maintained more effectively (Cottrell, 2019). 
Writing down a list with small things to be achieved throughout the day and week, can help reduce the stress and need for a student to keep their mind busy with not so significant things. This exercise can contribute to the satisfaction of a student of their own performance as achieving small but many things could create a higher amount of confidence and motivation than trying to achieve a big task that seems endless (Cottrell, 2019).
[bookmark: _Toc131531478]3. Evaluation  

Handling stress better is something I would like to incorporate more into my routine, and I believe it will unlock more opportunities for me as a student, and a professional later in life. As I have chosen to enhance my skills for a profession and business that deals closely with people, such as working with elderly, I understand that the skills outlined in this report will be key to master in order to have a successful working environment that is healthy and aims to support, nourish and encourage people. 
I believe that any good business begins with a positive mind and good attitude towards people and by establishing good communication. Clear conversations appear when an individual is in control of their stress, and the line of thought is much clearer (Cottrell, 2019). These will offer the opportunity to develop any other skills desired. The foundation of success lays in being organised, with your time, and your emotions. 
[bookmark: _Toc131531479]How can these skills be applied now and in the future?

Currently, I am learning a lot of new skills in class that I find very useful and am able to support my development and growth. Learning about these skills in The study skills handbook I am able to directly apply them in real life. My experience as a student, supported by study books like this one will help me to transfer these skills later on in my professional life and lead my business. In future, I plan to apply time management skills for the organisation of my staff and to successfully manage their tasks, ensuring that they are also aware of different techniques to handle potential stress. 
Thinking of my future goals, I believe that the example questionnaires given in The Study Skills Handbook for identifying how well stress is managed would be particularly useful not only for me, but for people I manage in my business (Cottrell, 2019). Helping them find a way to reflect on their time management skills will contribute both to the stress levels of each of them and the success they achieve and therefore the business they are involved in.
A key part I look forward to transferring into my business from the book is the monitor of independent study time. I believe that this would benefit the performance of both me and my staff. Focusing on parts such as expected time for completion of a task, potential challenges / interruptions, where is the time planned to go and how much, and good comparison charts of the distribution of time (Cottrell, 2019). 


[bookmark: _Toc131531480]4. Conclusion

To summarize, time management and managing stress work together and depend on each other to achieve the ultimate goal of well-being and success. The more developed each of them is, the better direction a student and a professional can get in order to achieve the desired goals or business targets. A high performance is possible due to the clear vision that an individual gets when they master the skills discussed in this report and I believe this will also help me to be successful in my undertakings. The importance of possessing these two skills can not only be beneficial to myself, but also to others. By being successful I can have the chance to help people. 
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