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1. Introduction





2. Gibb’s Reflective Cycle 




3. Time Management 
Description: 
The class I will be reflecting on occurred in the first week of the module Academic and Employability Skills, in this class we discussed what are Time Management skills and how to introduce these skills to our daily routine prior to improving the use of time.
According to Ward (2019), time management, in general, refers to the creation of systems and instruments that improve efficiency and productivity which is great for business, however, the notion of time management has expanded to include both our personal and professional lives; excellent time management is also said to enhance our work-life balance and, as a result, our overall satisfaction. 

Feelings:
Starting the class, the main emotions I was experiencing were curiosity and confusion. I must confess that in the beginning, I was wondering what I could learn that day that could make a difference in my life.  I was a bit skeptical about the efficiency of the time management tools introduced to the class because as someone who has difficulties effectively managing my time, I tend to self-sabotage by thinking that the solutions to my problems are impossible to achieve. During the class, I was able to get a better understanding of how these tools can have a positive impact on my day-to-day activities and responsibilities and I felt more confident about overcoming my time management issues.

Evaluation 
As I first began to grasp the subject, I’ve also realized the importance and the improvement effective time management can make in every kind of business as well as in personal lives.  Understanding the significance of time management is vital for everyone. A conscious control when imposed over the amount of time spent in doing daily activities would enable one to divide priorities and set deadlines for them - accordingly, one would be able to effectively accomplish objectives in an organization within the set time frame. (Mohammadi et   al,  2014)
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