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[bookmark: _Toc128610572]Introduction 
In this report, I will use Gibbs' Thoughtful Cycle (MindTools, 2022), to think about how I've improved my time management as a student and how I can continue to do so as a full-time employee.
Main Findings
[bookmark: _Toc128610574]Description 
During my final semester, I averaged only 10 to 12 hours of learning time per week. While my wife and son were asleep, one of my morning rituals consisted of going for a run to start my day. My daily routine as well as the direction I wanted my career to take were both put into question as a result of me missing an important deadline. In the beginning, it was difficult because I was working part-time, but now working full-time makes it even harder to find time for my studies. 
I get very easily caught up in work matters that sometimes I forget I also have assignments and tests besides classes. I had mixed up the date for when an order was supposed to come in at work and the deadline for an assignment for one of my courses, which resulted in me missing the deadline as I had put it off knowing I still had time. I realised I had mixed up the dates when I was at work and saw that the order didn’t arrive. I had checked on the computer and saw that it wasn’t until the following week, that the order was supposed to come. I remembered then that it was the deadline for the assignment that day and not the delivery. I was on my own and therefore had to finish work before I could go home, so I waited for the evening to come. As soon as I got home, I started working on the assignment and I managed to do it in a couple of hours, though I did not get much sleep that night.
[bookmark: _Toc128610575]Feelings
	As soon as I realised that I missed the deadline, I panicked knowing I will get a penalty for late submission even if it was by a couple of hours. I was really upset with myself that I didn’t manage my time more wisely and neglected my studies, especially when it was a course I quite enjoyed. I was feeling nervous before I knew the order was supposed to arrive and felt like something was not quite right and felt very stressed afterwards.
	I was scared that my professor would be disappointed because I missed the deadline, even though I am sure others did too, but he praised me for my efforts until then and I looked up to him, and knowing that I let him down also made me disappointed in myself.
	Looking back at things now, I know I could have easily completed the assignment in time and managed to go to work if I knew how to manage my time like I do now. I also think I wouldn’t have panicked as much and remembered that it’s ok to make mistakes and I could have asked for an extension, or worked better on other components of the unit to get a high unit score at the end.
[bookmark: _Toc128610576]Evaluation 
	The good thing about this experience is that it was quite a lesson for me to learn, that I need to take better control of my life and my time, because if not, it will hinder both my personal and professional life. 
	The bad thing about this experience is the panic I experienced when I knew I missed the deadline. I was already quite stressed as well, but this was like a breaking point for me, as I thought it was time for a change.
	What went well was that I managed to complete the assignment, though of poor quality which had an impact on the result I got, but at the same time, at least I had managed to submit it before I would get a higher penalty.
	What didn’t go so well was that I spent quite some time that evening to write the essay, which resulted in me being very tired the next morning, when I had both classes and work, and I also didn’t get time to spend with my family, which brings me great joy.
	I put in as my effort as I could when I did write the essay and thankfully my child and my wife were both asleep when I had returned home, so there was no distractions.
[bookmark: _Toc128610577]Analysis 
The situation had somewhat of a positive outcome. After having finished the assignment, I submitted it and wrote an email top my professor apologising and explaining the situation at hand. As it was my first time doing something like this, my professor was quite lenient and kind enough that he extended my submission so it didn’t class as late. This was great, apart from the fact that I wrote a terrible essay and scored a 48% score on it, although if it wasn’t for the extension, I think I would have had to re-do the assignment.Threats
· I have easy access to my phone which is a big distraction
· I don’t plan wisely
· I don’t  use my time in the best ways

Weaknesses
· Procrastination
· I am constantly busy
· I have poor time management
· I don’t do well under pressure
· I can get very lazy
Strengths
· I work hard
· I can be focused for a long period of time
· When doing essays, I plan their outlines first
Opportunities
· I can easily take time off work to focus on my studies and my wife supports me
· I have the resources needed to help me plan better

	I created a SWOT table (Kenton, 2023), to help me visualise my abilities and help me better plan for next time.  
I believe that as long as I make use of the resources I have, which include a planner, apps on my phone for digital planning, apps with timers such as the pomodoro technique (Sheldon and Wigmore, 2022), and also the university’s timetable, I can better manage my time.
[bookmark: _Toc128610578]Conclusion 
I learned that it’s not okay to take on too many things at once, as they can make you confused and even slow you down if you don’t properly organise yourself. I need to stop stressing about work so much and take more time off when I am feeling overwhelmed with my studies.
If I knew my professor would have extended the deadline for the assignment, I most definitely would have written the essay the next day, when I knew I had more time and I could think more clearly. Unfortunately, this wasn’t the case, but because I panicked, it resulted in me getting a poor grade, which could have been a lot better even with the penalty had I taken ore time to do it. However, this is the most important lesson from this experience, to not put things off thinking I will have time, because I might not always be organised and incidents like this will happen.
[bookmark: _Toc128610579]Action Plan
In order to avoid adding additional tension to my life as a result of poor time management, I have reflected a lot on this experience as it made me look at my life differently. I have read lots of articles and studies such as those by Forbus, Newbold and Mehta (2011) and by Jackson (2009), where they discussed which strategies are better for time management and I picked out the ones I considered would work for me, including setting reminders on my phone for assignment deadlines,  writing things down and not trying to just remember them and finding more time for my studies outside of work by doing a block type schedule (Martins, 2022).
To prevent the looming workload, I will prioritise tasks early on and make better use of my time. To get a head start on my upcoming assignments, I plan to begin my study as soon as I am given their topics. I intend to maintain communication with the other students in my class because I've learned that we can be great resources to one another. 
I hope I will not find myself in such a position again, but if I do, I will know not to panic and remember to double check deadlines and keep a separate diary for work matters.
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