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[bookmark: _1ci93xb]Section 1 Introduction
In my report I have researched analysed, and reflected on managing hybrid and remotely. This has been done to showcase my research and academic abilities. In this study, I have examined work-life balance, the benefits and drawbacks of working remotely or in a hybrid environment, and how these factors may be viewed positively or negatively. To further understand my findings, I gathered secondary data using both quantitative and qualitative methods and displayed it in graphs. Additionally, I have shown and calculated the data's mode, median, mean, and range.  I've done some study on time management and potential solutions to aid with it. To help me think and develop both personally and as a student, I have revised my personal development plan.  
[bookmark: _3whwml4]Section 2: Worklife Balance 
Rauf, A., Parham, S., & Sheehan, C. (2023). Stated a poor work live balance can be fundamentally linked to depression, stress and anxiety. This has an overall negative affect and can be massively damaging to an individual’s health and wellbeing. This would overall cause a manager, employee and students to have less commitment and would cause a decrease in productivity within the work/study place. Since the COVID-19 pandemic you have seen a significant change within many industries, workplaces and university settings. To conclude their research they gathered the information by using a qualitative measure this involved them having an in-depth interview with higher education academics’ based on their experiences of working remotely and how this impacted on their lives and wellbeing. They used both students from the Netherlands and Uk to conduct their finding on how the hybrid or remote working would affect their overall experience to the students during the pandemic and this affected the students wellbeing. The study’s findings were to advise policymakers’ and occupational health of the implication post-pandemic and guide them to infiltrate it.
Many industries have reduced their work days within a  week to make it more appealing to their employees and to sustain a better work life balance. My personal example, I was working as a recruitment agent for Vetro we would of worked 5 days a week, it was proposed that if we were willing to work an extra hour a day we could reduce the working week to 4 days. This helped the staff to have a better work life balance as our working week was Monday to Friday. So if I needed to get an GP appointment I would no longer need to use the out of hours service. It also helped individuals who had children to be able to spend more time with them and they were able to take the children to and from school, help them with homework or even taken then to the park. I found that this helped with my own physical and mental wellbeing, by having another day off in the middle of the week would give me the opportunity to recharge as being in a fast past job this can make me feel exhausted and drained. So by reducing the working week I felt more energised and this increased my productivity whilst I work remotely with my clients and staff. This helped the company to increase in sales and the change was implemented for good. It is now used as a selling point to recruit more sales agents to the company by stating they have a better work life balance. This has also had a positive effect whist I have been in university, when we had bad weather, we were still able to have a team’s lecture which made it possible to still learn, stay engaged but also stay safe and warm at home this was great with student moral and to continue our studies.
 Section 3 Advantages and Disvantages
Apon collecting secondary research of qualitive data about the advantages and disadvantages of working remotely and if remote working was here to stay by Toovey, J. (2019). Remote Working Advantages: It was reported that a majority of (84%) of remote workers found this to enhance their working life. The top three advantages were having more  (45%) flexibility, (45%) free time due to less commuting some as much as 3 hours a day, (44%)said they had a better work life balance. The other advantages showed (33%) for more productivity within the workplace, (33%) saving money due to less travel, (25%) a wider client range with no georgical restraints, (18%) said it helped to improve more quality time to spend with family and (14%) agreed it caused less physical and emotional stress, which helped employees to take on more projects at (11%), the ability to work from different locations came in at (10%), (3%) said other and finally (2%) said they had no experience of advantages at all.

Toovey, J. (2019).
Remote Working Disadvantages: when looking at the disadvantages it was reported (23%) felt that they were disconnected from their clients this was a 1 in 5 average, where as another (23%) felt isolated and didn’t feel a part of a team. Some of the feedback example given were the environment they were working, feeling isolated and not part of a team and having poor accesses to clients. (19%) felt they did not receive instantaneous feedback form clients which could cause a disadvantage to their work, (18%) felt lonely whilst working remotely as they felt they were more productive by being energised around others. Communication was another factor, coming in at (16%) this was due to poor communication with their clients, (15%) said they had no motivation whist away from a work setting, both at (9%) either didn’t feel valued or were challenged by different time zones, (8%) was due to Internet issues, (7%) felt like there work life balance was at a disadvantage, (4%) had reduced access to work software or files and finally (3%) found they were less productive. 

Toovey, J. (2019).
When analysing quantitative data about he the advantages of hybrid or working from home collected from the ONS The National Statistics (2022). In February 2022 It was reported that 3 in 13 people found that their work life balance improved with working hybrid or remotely. This was equivalent to more than three-quarters of people at (78%). Whilst (53%) were less distracted, (52%) found that they were more productive and completed their work more quickly, (47%) just under half found that this improved the metal and physical wellbeing. 
I have worked out the Mode Median Mean and the range about the advantages of the below graph: 
Mode: There is no mode for this research as there isn’t a repeated statistic (11% 47% 52% 53% 78%).
Median: the median worked out that productivity was 52%  (11% 47% 52% 53% 78%) as this was the middle percentage gathered.
Mean: the mean has worked out as 48.2%. I did this by adding all of the data percentages 241% and divided these by the 5 columns this equalled to the 48.2%. 
Range: the range has been worked out by taking the highest percentage (78%) and deducting the lowest (11%) which equals (67%)
Lovin, L.H., Mason, J. and Shifflett, E. (2009).

National Statistics (2022).
Analysing the quantitative data about the disadvantages of hybrid or working Hooson, M. and Howard, L. (2024). (48%) Said it harder to work as part of a team, (31%) found no disadvantages at all, (26%) had more home distractions, (19%) found that there wellbeing was reduced, a further (15%) felt it was harder to brainstorm new ideas, (10%) has marked other aspects, two of the statistics came in at (9%)these were a reduce in work life balance and they found they were more slower in completing their work and finally (5%) found they had fewer job opportunities. 
I have worked out the Mode Median Mean and the range for the disadvantages of the below graph: 
Mode: the Mode is 9% this is because it featured into the statistics twice (5% 9% 9% 10% 15% 19% 26% 31% 48%).
Median: the median worked out that it was harder to brainstorm ideas at 15%  (5% 9% 9% 10% 15% 19% 26% 31% 48%). as this again was the middle percentage gathered.
Mean: the mean has worked out as 19.11%. I did this by adding all of the data percentages 172% and divided these by the 9 columns this equalled to the 19.11%. 
Range: the range has been worked out by taking the highest percentage (48%) and deducting the lowest (5%) which equals (43%) Lovin, L.H., Mason, J. and Shifflett, E. (2009).

Hooson, M. and Howard, L. (2024). 
My personal experience regarding the advantages and disadvantages of working remotely. I worked for a company call New Cross Solutions as a EPA assessor. The advantages were a great work life balance, being free to work anywhere in the UK, no traveling and less money spent because of this. The disadvantages for me were defiantly loneliness, not feeling part of a team and internet issues when they occurred. The money saved on travel was spent on having a better internet connection and of course my house hold bills increased due to working from home. When looking at the statistics I was not surprised to see a pattern of how I felt and how others perceived it as well. I did enjoy working remotely as I could travel to different places and explore the UK but my job became extremely lonely and boring once Covid hit and I was unable to travel and being confined to my home surroundings on a daily basis. 
Section 4 Time Management and Management Tools
Ndirangu, H.M. (2024). Has installed a fundamental framework to achieve time management in both the work place and for personal growth, this consists of the 5 P’s of time management:
1. Prioritize – This is the first step you need to ensure that you are officiant and affective at time management whilst hybrid or remote working. A good tool to do this is using the Eisenhower Decision Matrix by prioritising the tasks that are firstly important and urgent so (Do Them), non-urgent but important (Decide/Plan), non-important but urgent (Delegate to Others) and finally non-urgent and non-important (Delete It) Maksymov, A. and Tyrus, Y.V. (2023).
2. Plan – Once you have prioritized the workload the next stage is to schedule this into your calendar by day, week and month. You must insure not to work yourself by adding breaks and by using the Smart Objective to ensure yours and your employees work is - Specific – Measurable – Achievable – Relevant – Time-bound.  Doran, G. T. (1981). This will help stop procrastinating and feelings of being overwhelmed whilst working alone, this will increase productivity. 
3. Prepare – ensuring you have all of the relevant information, resources and materials to complete the task with efficiency. This can be hard stage when hybrid or remote working  as sometime you don’t have all of the relevant information to hand. This will always  help you to save and prioritize time and prevent any delays in this stage. 
4. Pace –  by pacing yourself this can help increase your work productivity. For example if you are more focused in the morning it would be better for you to do the more important work then and less important work in the afternoon. Ensuring that you have adequate breaks to keep your focus strong throughout the day. 
5. Persist – when working alone persistence is key, when the work you are completing is over a longer period it is essential that you regularly review it. Break it down into bite size chunks if need be as long as you keep at it you will get through it. Celebrate your little wins and achievements as this will keep you motivated whilst hybrid and remote working.
My personal experience of time management within the work place hasn’t always been my strongest attribute. This has been a great way to learn how to manage my time more efficiently as I would often procrastinate and panic when management deadlines would be fast approaching. I have found this assignment has been better time managed. I have done this by blocking off parts of my days off to ensure I researched and completed parts of the assignment. This has helped me to reduce work stress and deal with home distractions. I know I could now work remotely and be more officiate and productively. 
Section 6 Conclusion 
Whilst writing about working hybrid and remote, I have come to the conclusion that this way of working is here to stay. The work life balance I have read this throughout my research from the above references. A bad work life balance can be fundamentally damaging to anyone’s mental and physical wellbeing. I have documented the advantages and disadvantages of working remotely and also agreed with some of the outcomes when working remotely myself. I feel the advantages outweigh the disadvantages . Working out the mode, median, mean and range and this has given me a better understanding of why statistics are used within any company. When researching time management I found a few different ways on how to manage this within a work place and demonstrated it in my work. 
I have ensure to CRAAP test all of my sources and references to ensure that they are authentic and true Muis , K., Denton , Courtney A. and Dubé, A. (2022). 

Section 7 Reflection    
Kolb, D. (2015). In the beginning I was absolutely terrified of completing this assignment. I didn’t believe in myself and my abilities that I would be able to find the resources with references and build a good fundamental report of my finding. I took it one step at a time and realized that if I followed the structure of what I needed to put into the assignment this would make it more simpler for me to follow. I used google scholar and My bib this helped me to reference the work and I was able to keep all of my references in one place, as I struggled with this on previous assignments. In my assignments I worked with a lot of secondary information instead of my own primary information as I felt more at ease with this. I enjoyed finding the qualitive and quantitative measures and putting these into graphs as it was easier to assess the information. I also found it interesting working out the Mode Median Mean and Range, this will definitely help me to progress in future management roles. This has helped to build my confidence and have a better understanding of how to find creditable sources of information and how to input it into the correct graphs. I have a better understanding of why we use statistics as this helps us to make an informed decision and again this will help me with any other management roles I undertake. Time management wasn’t one of my strongest attributes, I know have a better understanding and can use the above tools to help me maintain a good time management skillset. 
Section 8 Appendix A Personal Development Plan
	Goals to Develop  
	How will you achieve them 
	Evidence  
	Dates of when you will achieve this Goal 

	Accountability  
	Believe in myself more and my abilities. Maintain my values of being accountable in the workplace and home life. 
  
	Maintain my mental and physical health and  wellbeing. 
· Going to the gym
· Meditation 
· Reading 
· Walking 
	 Ongoing. 

	Authentic Behaviour  
	Work and home life balance.
Staying true to myself and letting things go of any negative influences.
  
	 Maintaining a good work life balance. 
· University 
· Working week
· Hobbies
· Reflection  
	  Ongoing.

	Self-management 
	Preparation, organised and prioritising my work load to be more efficient and effective.  
  
	· Keep desk tidy
· Diary 
· Daily planner
· Prioritising workload
	  Ongoing.

	Personal cognitive bias 
	 Remaining   professional  and unbiased so this does not affect my personal judgement or cloud my decision making. 
  
  
	· Professional integrity
· Never leave past events cloud todays judgements.
	  Ongoing.

	Personal unconscious bias 
	 To remain professional and treat people fairly and with equality at all times to avoid any conflict and bias.
	· Respect 
· Empathise 
· Build professional relationship. 
· Equality 
	  Ongoing.

	Interpersonal relationships 
	Build trust and create fundamental bonds with individuals and clients to ensure a great profession relationship. 
  
  
	· Ensuring the individuals feel supported and have my trust to enhance their lives. 
· Building foundations with outside agencies.
	  Ongoing.

	Personal Integrity 
	I will ensure my work is kept to a high standard, I will remain accountable for my actions and I will continue to focus on my study.
  
	· Trustworthy 
· Honest
· Reliable 
· Accountable
· Respect 
· True to self
· Continue my study
	  Ongoing.


  
Section 8 Reference list
Doran, G. T. (1981). There's a S.M.A.R.T way to write management Goals and objectives. Management review. AMA FORUM, 70(35). [Accessed 22 Mar. 2025].
Hooson, M. and Howard, L. (2024). UK Remote and Hybrid Working Statistics. [online] Forbes Advisor UK. Available at: https://www.forbes.com/uk/advisor/business/remote-work-statistics/ [Accessed 14 Mar. 2025].
Kolb, D. (2015). Experiential learning: Experience as the Source of Learning and Development. 2nd ed. Upper Saddle River, New Jersey: Pearson Education, Inc. [Accessed 22 Mar. 2025].
Lovin, L.H., Mason, J. and Shifflett, E. (2009). Investigations: Generating Meaning for Range, Mode, Median, and Mean. Teaching Children Mathematics, 16(4), pp.246–253. doi:https://doi.org/10.5951/tcm.16.4.0246. [Accessed 14 Mar. 2025].
Maksymov, A. and Tryus, Y.V. (2023). Combined Method of Solving Time Management Tasks and Its Implementation in the Decision Support System. Lecture notes on data engineering and communications technologies, 178(18 June 2023), pp.131–146. Doi: https://doi.org/10.1007/978-3-031-35467-0_9. [Accessed 22 Mar. 2025].
Muis	, K., Denton	, Courtney	A. and Dubé, A. (2022). Identifying	CRAAP on	the	Internet:	A	Source	Evaluation	 Intervention	. [online] ResearchGate. Available at: https://www.researchgate.net [Accessed 14 Mar. 2025].
Ndirangu, H.M. (2024). LinkedIn. [online] Linkedin.com. Available at: https://www.linkedin.com/pulse/5-ps-time-management-hellen-m-ndirangu-xsr7f [Accessed 22 Mar. 2025].
Office for National Statistics (2022). Is Hybrid Working Here to stay? [online] Office for National Statistics. Available at: https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/employmentandemployeetypes/articles/ishybridworkingheretostay/2022-05-23 [Accessed 16 Mar. 2025].
Rauf, A., Parham, S. and Sheehan, C. (2023). Work-life Balance and Remote Working in the Pandemic and beyond: the Lived Experiences of University Academics in the Netherlands and UK. European Journal of Higher Education, 6th, 10th, 16th(01/03/2023), pp.1–23. doi:https://doi.org/10.1080/21568235.2023.2273554. [Accessed 14 Mar. 2025].
Toovey, J. (2019). Remote working: Exploring the Impact of the Pandemic on Working Patterns and Conditions for the self-employed. [online] IPSE. Available at: https://www.ipse.co.uk/campaigns/mental-and-physical-wellbeing/remote-working-2 [Accessed 6 Mar. 2025].


Disadvantages

Disadvantages	
No disadvantages	Isolated	Less motivation	Time-zone challenges	Devalued by clients 	Other	Unstable broadband	Worse work life balance	Reduced Access to software 	&	 files	Less productive	30	23	15	9	9	8	8	7	4	3	Other 	
No disadvantages	Isolated	Less motivation	Time-zone challenges	Devalued by clients 	Other	Unstable broadband	Worse work life balance	Reduced Access to software 	&	 files	Less productive	70	77	85	91	91	92	92	93	96	97	



Advantages

Advantages	
Worklife	Less destractions	Productive	Wellbeing	Other	78	53	52	47	11	Other	
Worklife	Less destractions	Productive	Wellbeing	Other	22	47	48	53	89	



Disadvantages

Disadvantages	
Struggling to work in a team	No disadvantage	More distractions	Reduced wellbeing	Harder to brainstorm	Other	Poor worklife balance	Reduced produtivity	Less job opportunities	48	31	26	19	15	10	9	9	5	Other 	
Struggling to work in a team	No disadvantage	More distractions	Reduced wellbeing	Harder to brainstorm	Other	Poor worklife balance	Reduced produtivity	Less job opportunities	52	69	74	81	85	90	91	91	95	



Advantages 

Advantaes 	
Flexability	Time due to less travel	Work life	Produtivity	Money saved due to less travel	Wider client range	Family time	Reduced stress	More projects	Different locations	Other	No experience at all	45	45	44	34	33	25	18	14	11	10	3	2	Other 	
Flexability	Time due to less travel	Work life	Produtivity	Money saved due to less travel	Wider client range	Family time	Reduced stress	More projects	Different locations	Other	No experience at all	55	55	56	66	67	75	82	85	89	90	97	98	
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