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INTRODUCTION 
Getting into university is a big step that comes with both difficulties and chances to grow. I've had the chance to learn a lot of different academic and internet skills in my first term at university, some of which I didn't know how to do before. By using Gibbs' Reflective Cycle to think about these changes, 
This reflection will follow Gibbs' model, which has six steps: Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan. It gives me a structured way to think about how my events have changed me (Gibbs, 1988).

DESCRIPTION 
Some academic tasks and digital tools I had never used before were presented to me during my first term at university. A big problem was getting used to the academic writing standards needed for college, like doing critical analysis and using the right citations (Cottrell, 2019). Additionally, I had to learn how to use a number of digital tools that helped me with both my schoolwork and personal matters. This group of tools included online libraries, academic databases, and assignments submission systems like Turnitin. Teaching how to use calendar apps with task management programs like Todoist but  also Pomodoro technique  to effectively handle my time were some of the most important digital skills I gained.
Todoist helped me keep track of my tasks and remember when they were due, which made it a great tool for controlling my time. This was especially important for me because I had to balance getting good grades and working full time.. I was able to stay on track and avoid turning in projects at the last minute by breaking them up into smaller, more manageable tasks. This is in line with the principles of good goal-setting (Locke & Latham, 2002). his helped me stay on track with my work and not put things off. It also helped me decide which jobs were the most important and make sure I had enough time for longer-term projects like when I prepared for the second assignment which was a group task  on Career development module .As I got used to university life, these digital tools helped me stay organised . They also made me feel more in charge of my time and responsibilities.


FEELINGS 
At the beginning of the this term, I was both excited and concerned about adopting digital tools to manage my academic obligations. I'd heard a lot about the advantages of digital tools for organization and time management, but I wasn't sure how they'd work for me. I was excited about utilizing programs like Todoist  to help me organize my activities, but I quickly learned that my time management was still not as effective as I had thought. Despite setting reminders and breaking down work into smaller sections, I struggled with procrastination and underestimated the time required for assignments. The Pomodoro approach, which I combined with other apps, helped me focus to focus , although I still felt overwhelmed at times. Although these tools provided structure, I was frequently disappointed by my failure to completely adhere to my timetables. While digital technologies were useful, I discovered that my time management difficulties necessitated a more proactive approach and greater discipline in implementing the techniques (Steel, 2007; Cottrell, 2019). Over time, however, I realized that these feelings of dissatisfaction were a normal part of the learning process, and I was gradually becoming acclimated to the demands of academic life and the discipline required to manage my time efficiently. The Pomodoro Technique has been showed me that I can  deal with feelings like stress and anger. Instead of working for long periods of time without a break, which can be tiring, the Pomodoro breaks give me a chance to clear my  mind after each short work session. This can make anyone  feel better emotionally (Schraw, Wadkins, & Olafson, 2007).

EVALUATION 
Reflecting on my experience with digital time management tools, I can evaluate the success and obstacles of my experience. The app like Todoist, , and the Pomodoro technique helped me organize my activities and divide them down into smaller, more manageable tasks.. These techniques helped me acquire organization in my work and decrease the sense of being overwhelmed by deadlines. 
Despite the utility of these tools, I still struggled with procrastination and time management, particularly during times of stress. I had strong intentions and was devoted to using these tools efficiently, but I struggled to stick to the routines I created for myself. This volatility hampered my ability to fulfill deadlines, especially for larger tasks that necessitated sustained focus over an extended period. As Steel (2007) tells procrastination is a complicated issue that cannot be handled with tools alone, and my ongoing challenges demonstrated this. I realized that, despite having the tools in place, I lacked the essential self-regulation to regularly stick to my time-management goals.
In addition, I realized that my reactions to deadlines were frequently anxious and avoidant rather than proactive. I would occasionally put off beginning things, which just contributed to my stress as deadlines neared. This is consistent with Steel's (2007) findings, which imply that procrastination is frequently associated with an emotional response to the task at hand, such as nervousness, which makes it harder to begin or continue working. While I used the Pomodoro technique to divide activities into smaller chunks of time, it was only partially useful. Short tasks  helped me avoid distractions, but they did not completely eliminate procrastination. The Pomodoro approach also required a level of discipline that I battled with, and at times, I found myself working less productively after the breaks, as Cirillo (2006) shows might happen when people do not efficiently transition back into their tasks after a break.I would say that the time management problems were only partly solved. The tools gave me some help but I still had trouble with putting things off and managing my time. I was able to keep track of my goals and organize my tasks, but it was hard for me to stay focused for long periods of time and stop putting things off. Ariely and Wertenbroch (2002) say that setting goals and using tools like the Pomodoro technique can help, but it can be hard to see long-term change if the person doesn't deal with the underlying behavioral issues that cause them to put things off, like fear of failing or needing to be perfect. In my case, I learned that tools alone aren't enough to stop me from putting things off; I also needed to work on self-control and learn new ways to deal with my emotions.

ANALYSIS 
When I thought about how I used digital tools to manage my time, I saw both good and bad things that affected my progress. Todoist, and the Pomodoro method were some of the tools I used that helped me organize my tasks and keep track of my time. Todoist helped me break down big jobs into smaller, more manageable steps. It also let me set priorities and reminders, which made me feel less stressed and kept me on track. This fits with what Cottrell (2019) said about how breaking chores down into smaller steps can help you feel less stressed.
Doing a homework  for 25 minutes at a time and taking short breaks helped me stay focused during study sessions. Cirillo (2006) says that short, focused bursts of work are the best way to avoid distractions and keep your attention. This method fits with that idea. But even with these benefits, I had to deal with a lot of problems, mostly mental ones like putting things off. Steel (2007) says that putting things off is often caused by not being able to control your emotions rather than not being able to handle your time well. This was true for me. Todoist helped me keep track of my tasks, but I still had trouble starting them because I was nervous and afraid I wouldn't do a good job. Most of the time, these emotional hurdles caused delays that made the tools less useful.
As a reward, the Pomodoro method helped me take breaks every 25 minutes. This helped me focus while I was working, but it was hard for me to get back to my work after each break. This fits with what Ariely and Wertenbroch found in 2002, which is that emotional pain can make people less productive even when they have organized ways of managing their time.

CONCLUSION
	
	
	



In conclustion, I learned that using digital tools like Todoist and the Pomodoro Technique isn't a sufficient way to manage my time well. I also need to get past mental blocks like worry and putting things off. These tools helped me break tasks  down into manageable steps and set reminders, but the fact that I still had trouble staying on track and not putting things off showed that outside help isn't enough. Tuckman (1991) says that putting things off isn't just a problem with managing time, it's also a problem with controlling emotions that needs self-discipline.
	
	
	



ACTION PLAN 
	Specific
	Measurable
	Achievable 
	Relevant
	Time Bound

	Use Todoist/Trello to organize tasks and prioritize deadlines (Moran, 2016).
	Using daily Pomodoro sessions (at least three 25-minute sessions per day), I will make sure that  the tasks I set in Todoist are completed each week.
	Seek lecturer feedback before finalizing an essay  (Brookfield, 2017)
	Talking to academic professionals with a lot of experience will give me personalized tips on how to better handle my tasks.
	At the start of each day, I will review my to-do list, make clear objectives, and begin with the most significant tasks.

	Apply self-reflection techniques to track and adjust progress (Zimmerman & Schunk, 2011)
	Ask for feedback from teachers or peers every two weeks on how you're doing in school and how I’m handling my  time (Schunk and Ertmer, 2000).
	Use self-reward techniques (e.g., taking a break or enjoying a treat) after completing tasks to maintain motivation (Deci and Ryan, 2000).
	I will improve my critical thinking and reflective writing skills(Bolton 2014)
	

	
	
	Identify procrastination  and implement self reward strategy or completing tasks (Duckworth & Seligman, 2005).
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