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Introduction 

In this reflective report, I am going to explore my experiences with time management and how they have shaped the way I approach my studies and responsibilities. I will discuss specific situations where I managed my time effectively, as well as moments where I struggled and what I learned from them. Throughout this report, I will reflect on the strategies I used, the challenges I faced, and how these experiences have helped me develop better habits and improve my overall productivity.

Description Experience 

During this module, several activities helped me strengthen my understanding of time management. One key classroom event was a timed in‑class assignment where we were given a short window to research a topic and present our findings. At first, the limited time felt stressful, but it taught me to focus on the most important information and organise my thoughts quickly. This experience showed me how effective it is to prioritise tasks and avoid getting caught up in less important details.
Another significant moment was a class discussion about common time‑management challenges. We talked openly about habits such as procrastination, over‑planning, and distractions, and shared different methods for staying on track. In that discussion, we also learned about the Pomodoro Technique which is, working in focused 25‑minute intervals with short breaks in between, which I found very practical. Since then, I’ve started experimenting with this method in my own study sessions, and it has helped me stay more focused and productive. These classrooms experiences made time management feel practical and encouraged me to start applying these techniques in my studies and daily routine.


Analysis and Personal Reflection

When I look back over this module, I can see clearly how certain experiences shaped my understanding of time management and helped me grow as a student. One of the most memorable classroom activities was the timed in‑class assignment, where we had to research a topic and present our findings in a short amount of time. This activity went well because it made me work quickly and choose the most important information. I was able to organise my ideas and give a clear presentation, which gave me more confidence. However, I also realised that I spent too long gathering details and not enough time putting my points in order, which meant I felt rushed at the end. From this, I learned that good time management starts with setting clear priorities, not just working as fast as possible.
[bookmark: _Int_IaX603Yc]Another important learning moment was during a class discussion about different time‑management strategies. We looked at methods like the Pomodoro Technique, which means working in focused 25‑minute blocks followed by short breaks, and the 4 Ds method is Do, Defer, Delegate and Deleteas a way to sort out tasks. This discussion stood out because it wasn’t just theory; we talked about how these methods could fit into our own study routines. Learning about the Pomodoro Technique helped me understand that regular short breaks can improve focus and stop you from feeling too tired. I started using this method when preparing for tests, and I found it helped me stay on task and remember more. Using the 4 Ds method also helped me look more carefully at my to‑do list. Instead of trying to do everything, I now ask myself: Which tasks can I do now? Which can wait? Which can I ask someone else to help with? And are there any I can remove completely? This has helped me cut down on extra work and focus on what really matters.
These experiences have improved my understanding of the module by showing me that time management is not the same for everyone. The module showed me that good time management means picking the right method for your own needs and being ready to change if needed. For example, the Pomodoro Technique is great for tasks that need strong focus, while the 4 Ds method is helpful when planning a busy week with many different jobs. Using these strategies in class made them feel real and useful, not just ideas from a book.
Through these experiences, I have noticed some strengths in myself. I can stay calm under pressure, as I showed in the timed presentation, and I am willing to try new methods like Pomodoro and the 4 Ds. I also take deadlines seriously, which pushes me to look for better ways to use my time. At the same time, I know there are areas I need to work on. Sometimes I do not speak up in class discussions even when I have something helpful to say. I also need to spend more time planning assignments so that I can work more calmly and avoid rushing at the end.
Overall, this module has helped me grow as a student. I have learned that time management is not just about doing tasks quickly; it is about making smart choices and using methods that work best for the situation. Now I approach my work with a clearer plan, whether that means setting a timer for Pomodoro sessions or using the 4 Ds to cut down my task list. These techniques have made me more confident in handling my workload and balancing my responsibilities. Moving forward, I feel better prepared to face challenges in this programme and beyond, knowing I have practical tools to manage my time and keep improving.

Conclusion

This module has greatly improved my understanding of time management by introducing practical strategies such as the Pomodoro Technique and the 4 Ds method. Through class activities and discussions, I learned to prioritise tasks effectively, work with focus, and manage my workload more confidently. Overall, the module has positively influenced my learning journey by equipping me with tools to balance responsibilities and reduce stress. As Benjamin Franklin said, “Lost time is never found again,” reminding me of the importance of managing time wisely. Similarly, Stephen Covey’s words, “The key is not to prioritise what’s on your schedule, but to schedule your priorities,” continue to inspire me.
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