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Self-reflection practice has been proven as a supportive technique for continual personal development (Yip, 2019). The reason it is considered effective in personal development as it offers scope to analyse the strength and weaknesses of an individual in certain areas and performance. Thus, it offers scope to identify the areas they need to work on and to improve their performance in different activities along with their personal traits (Edison, 2020). 
This study is based on my personal reflection on the ways I have found attaining time management skills is important to maintain a quality work-life balance. As I am a part of an academic course in business management, a part-time professional job, as well as activities like physical exercises and sports activities, time management has been essential for me. Using Gibb’s reflective cycle, I have reflected on ways I have developed these skills, which have supported me in maintaining a balance between the range of activities I perform in my everyday life. 
[bookmark: _Toc121495673]Main Body
[bookmark: _Toc121495674]Time management skills
Time management refers to the capability of individuals to manage the entire time of a day with an organised allocation of tenure for different activities. I have identified that possessing effective time management skills assists an individual to utilize their time fruitfully for each of their daily life activities and to ensure a satisfactory work-life balance. In addition, I have also found that possessing effective time management skills is particularly essential for individuals who are involved in multiple responsibilities like academic careers, professional careers, and extra-curriculum activities together.
[bookmark: _Toc121495675]Gibb’s reflective cycle 
 Due to my identification with the importance of possessing time management skills, I have worked on improving this personal trait. In order to describe ways I have improved my time management skills, I have chosen Gibb’s reflective cycle theory. 
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Figure 1: Gibb's reflective cycle theory, Source: (Adeani, et al., 2020)
According to Gibb’s reflective cycle model, there are six systematic and interrelated steps that are followed in a successful reflective cycle. The steps vary from the recognition of the need to reflect on some improvements in some changes to the organized actions to improve the planned change in the personal traits. In the context of the process I followed in the reflective practices to improve my time management skills, these detailed steps stated in Gibb’s reflective cycle are described below. 
[bookmark: _Toc121495676]Description
The foremost step in reflective practices, according to Gibb’s reflective cycle, is the description. In this stage, according to the model, an individual needs to first identify the reason for the improvement needed in the practices to improve a certain personality trait. In this stage, the individuals identify the key requirement for the changes to be implemented in their personal activities to attain better performance in certain activities. I have identified that as I am involved in multiple activities like academic courses, professional engagement, and physical exercises, it is important for me to ensure an effective time management capability to perform well in each of these daily life activities. Hence, I focused on the activities to improve my time management skills for allocating adequate time for performing activities like completing academic assignments, professional tasks as well as personal care activities. 
[bookmark: _Toc121495677]Feeling
According to Gibb’s reflective cycle, the second stage of a successful reflection practice is the feeling stage. During this stage, the individuals, after describing the need for improvement in certain practice or activities, feels and thinks about the possible ways to implement the change. In this stage, the individuals feel ways the improvement activities might support them to attain greater achievements in life. In the context of my development of time management skills, I have felt that improving this skill might support me to be punctual in professional engagement, which is necessary. I have felt that I cannot spend more than adequate time on personal care or academic tasks that might hamper my punctuality in professional engagement. In addition, I have also identified the need to allot adequate time for academic tasks is necessary to ensure adequate knowledge creation and to complete the assignments within the given time. In addition, I have also felt that I need to allocate time for physical exercises in the gym to be fit and healthy. Thus this phase of the reflection practices has supported me realizing the actual need for the development of time management skills, which might support me in personal development planning.
[bookmark: _Toc121495678]Evaluation
According to Gibb’s reflection model, the third stage is the evaluation or assessment stage. In this phase, as per the model, an individual looks back on their performance in certain activities and evaluates what was good or bad in the performance delivered by them. In this stage, the individuals are able to find out the actual key aspect related to the overall goal that needs to be improved. In the context of my personal reflection process, I have identified that my overall time management skill was not good in me. I spent too much time in the professional engagement even after the scheduled time, which affected my personal care activities and academic assignments to a notable extent. I identified that I was not being able to be present in the gym sessions regularly due to lack of time. In addition, I also noticed that I continually missed the deadlines of the assignments of academic assignments in recent times. Hence, I have identified that there was a need for me to improve my time management skills to ensure a better work-life balance and to live a quality professional, social and academic life. 
[bookmark: _Toc121495679]Analysis
According to Gibb’s reflective cycle model, the fourth stage of a successful reflection is the analysis stage. During this phase of a successful reflective practice, the individuals analyse the need for improvement and also identify what alternative ways might have been followed to improve the quality of overall performance (Ardian, et al., 2019). In the context of my reflective practice, I have identified that if I managed to develop a daily basis routine for the multiple tasks I have been part of, there might have been a greater chance for me to meet the desired performance level in the academic career and to involve in daily basis personal care activities. I have analysed that there was a need to divide the entire time within a day into different activities based on assessing the tenure that might be required for the tasks. I might develop a personal timing roaster every week and might have followed the deadlines given for each task. Hence, it might have supported me in completing all the tasks as well as completing those on time. Hence, this might have supported me in maintaining quality in every kind of task I was involved in.
[bookmark: _Toc121495680]Conclusion 
According to Gibbs' reflective cycle framework, after the evaluation and analysis stage, an individual reaches in conclusive stage regarding the need for improvement in certain activities. In the conclusive stage, the individuals develop a conclusive concept of the ways the personal development is needed to head to. In this stage, I made conclusive evidence regarding the need to improve time management skills to attain a better work-life balance as well as to ensure efficient performance in my professional, academic, and personal life. Hence, I realized to develop an action plan to accomplish my goal of improving my time management skills.
[bookmark: _Toc121495681]Action plan
According to the reflective cycle model of Gibbs, the last stage of the reflective cycle is an action plan. In this particular stage, the individuals develop strategic planning for the accomplishment of their goals and to mitigate any shortcomings within personal or professional goals. In the context of my action plan to improve my time management skills, I developed the following action plan.
	Tasks to be done
	Process

	Reaching my office on time 
	Increasing punctuality

	Completing my academic assignments on time 
	Avoiding procrastination

	A regular presence in the gym sessions
	Including time for the exercise activities and sort listing all the tasks based on their priority

	Delivering adequate time for each activity
	Developing a personal roaster, including goals to complete each task in pre-scheduled time



I have planned to increase my punctuality to reach my office on time and to complete professional activities. Avoiding procrastination has been the method I have been able to complete academic assignments within the deadline. I have organised the overall tasks needed to be done based on their priority, which has supported me in spending time in the gym sessions every day. Moreover, I have started developing a weekly personal roaster, which pre-determined the time and sequence of the activities to be done in the week.
[bookmark: _Toc121495682]Conclusion
It has been concluded that the reflective practice has been supportive of me in improving my time management skills. Gibb's reflective cycle has supported me in analysing the key stages of the reflection process I have gone through in improving my time management skills. The action plan to improve punctuality and avoid procrastination has supported improving time management skills. In addition, the development of a weekly personal task roaster has supported me in completing my tasks within time as well as based on their priorities.
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