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	In this paper I will be writing about my experience and what have I learned from this module. I have reflected on my previous experience and knowledge that I have from work and on classes and topics that were completely new to me and the ones that I had some knowledge already. I have applied Gibbs’ Reflective Cycle (Edinburgh, 2022) that allows to learn from experiences. Cycle has six stages of experience: description, feelings, evaluation, analysis, conclusion and action plan.
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	Time management was the very first topic of this module. I was quite confident, as in my opinion I had pretty good knowledge about it through my experience at work. Being head of department, I was managing my time, meetings, communication with team and daily tasks using outlook calendar. It was very efficient tool to keep control of my day, I had all reminders coming directly to my mobile. I must admit that I was fully depending on notifications my phone and as good as it was, it got me in trouble once when my phone run out of the battery. 
	At the beginning I thought that this class will be quite boring for me as I already know everything, but I could not be more wrong. Our teacher has introduced few new methods that can be applied daily to maximise my efficiency at work and study. I realised how important these skills are and how much it could improve my productivity. 
What are time managing skills, according to (Team, 2021) 
· Planning is the key component that helps to prepare for every task or meeting. That is one of my weak points and I really need to improve it in future. Deadlines are my biggest nightmares.
· Prioritising it will help to decide which tasks are more important and more urgent and which ones are not. I also must work on that, as often I chose tasks that I enjoy doing rather than the ones that are more important leaving me with load of work but small benefits.
· Maintaining boundaries is probably most difficult skill, not many people want to say no colleagues and look bad in their eyes but taking extra load of work and finalising it on time will not look good either. I believe that I am quite confident in my decisions and if I have fair point, I will not be scared to say no.
· Organisation will make your work and study much easier. Keeping your files and calendar in good order will make it more efficient. I am pretty good with that, and my workplace is always very well organised.
· Communication skills are beneficial for everyone involved in task, explaining my expectations to colleagues will avoid misunderstanding. I strongly believe that communication is the key. Sharing information and keeping everyone in the loop is the way to success.
· Delegation is great way to cross of from my list less important tasks. This is probably one of my favourite skills not only because it will help with my to do list but most importantly that it will give chance to others to be part of the team and learn new skills
· Stress management is very important to look after your mental stability to keep you focus and perform well. I think I’m managing well stressful situations; I always try to remember that work is work, it is not personal and that somebody else may have worst day than me. However, saying that I am human being and sometimes some situations might be overwhelming.
· Self-discipline keeps us focus on the completing task. I always try to do my best in certain situation or completing a task. My previous employers had always trusted me believed that I am right person for chosen role.
After evaluating my time management skills, I realised that there are few that I need to work on and using tools that I learned in class could help me to achieve it. One of the tools I really like, and I will use in future is the Pareto Principle also known as the 80/20 rule (Paradigm, 2022). It’s simple rule explaining that by doing 20% of the task we can generate 80% of benefits. Our 20% must be most important and key tasks that will make difference. Also, what is great about it is that can be applied to any situation and in any sector. I have previously admitted that I have tendency of doing first jobs that are my favourite and not important leaving me with 80% of work but only 20% its beneficial. In my defence I will explain reasoning behind that decision. I think, why start with most difficult task straight away if I know I will stress myself too much. Sometimes if I give more time to think about it, easier solution might appear, and I will not struggle as much. But it’s just my way of dealing with things. 
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	My first assignment in week nine was to prepare power point presentation based on my dream job, analysing my academic and employability skills. It was individual presentation and each person had 5 minutes to present up to 10 slides. We were given task description in week three. At first, I was very nervous and doubting myself; whenever I will be able to present in front of class full of strangers. Public speaking was never my strong point, specially that it was quite personal. Talking about myself is something that I prefer to do with people that are close to me. Now I realise that I was not the only one who felt that way.
	The thing that was good, even though I was very hesitant at first; was practice that we did in class week before. It was the most stressful moment in whole semester; I still remember the pain in my chest and shaking body while talking about my biggest achievements in life. However, when I was done, I could not be prouder of myself, and I realised that I am capable of much more than I ever thought. I think it was my favourite day in class. 
Looking back now, I am happy that I was part of that experience, and I have learned that the things that we are most afraid of are not that difficult when you face them with right tools and directions. I know now that in future I will be more confident in myself and remember to practice before final task.
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In today’s competitive job market (Homden, 2020), strong employability skills will let me to stand out from other candidates and give me better opportunity to find well paid job. Experience at work is beneficial but only at university I can learn academic ways and use soft skills like, time management, critical thinking, teamwork, public speaking and many more. All the skills that I have learnt and will learn in future I will be able to apply not only at workplace but in everyday situations. I am very happy that I have made decision to change my future. It has been amazing experience so far, I enjoyed being part of the group of individuals and I can see making friendships. 
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