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Component One: Reflective Journal 1000 words 
In my Business Skills lectures, I have gained valuable insights that have improved both my communication skills and time management abilities. These two competencies, I believe, are not only essential for my academic success but also fundamental for personal growth and professional development. Through the ERA (Experience, Reflection, Action) model (Jasper, 2013), I will explore the key lessons I’ve learned from these lectures and how they have transformed my approach to communication and time management. 
During the lectures, I was introduced to new concepts and techniques that deepened my understanding of communication and time management. In terms of communication, I learned about the significance of active listening, the impact of non-verbal language, and the need for clarity and precision in delivering messages. I realised that communication is not just about speaking, it’s about ensuring the message is received as intended, which involves both verbal and non-verbal elements, as well as feedback. I learned that active listening is just as critical as expressing oneself clearly. Non-verbal communication, such as body language and tone of voice, also plays a huge role in conveying meaning, often complementing or even contradicting what is being said (Sanjeev, 2023).
In addition to this, I was introduced to time management techniques that significantly changed the way I approach tasks and deadlines. Techniques about time management were discussed, such as task prioritisation, and setting SMART goals. One concept that particularly resonated with me was the "Eat the Frog" method, which emphasises tackling the most difficult or unpleasant task first thing in the day (Laoyan, 2024). 
These methods were introduced through practical examples and group discussions, allowing me to experience them in real time and see their potential impact on my day-to-day activities.
Reflecting on the lessons from our 5th week of lectures, I’ve come to realise just how essential effective communication is, not only in academic settings but also in personal and professional environments. Before these lessons, I often found myself either not fully listening to others or struggling to express my thoughts clearly, especially because English is not my first language. This sometimes led to misunderstandings or frustration. However, after learning more about active listening, the value of giving and receiving feedback, and the importance of non-verbal communication, I began to notice a significant improvement in how I interact with others. 
I became more engaged in conversations, focusing on truly understanding the perspectives of those around me rather than simply waiting for my turn to speak. This shift helped me build stronger, more meaningful relationships and reduced the likelihood of miscommunications.
Moreover, I found that by practicing active listening, I became more empathetic and open minded, which I believe that enriched my personal and academic relationships. It also helped me navigate group discussions and collaborative projects more effectively, as I was better able to grasp the viewpoints and ideas of others. In turn, this led to a more harmonious and productive exchange of ideas, both in and out of the classroom.
When it comes to time management, I’ve long struggled with procrastination and managing my tasks efficiently (Steel & Klingsieck, 2015). Before the lectures, I often felt overwhelmed by deadlines and struggled to maintain focus. I sometimes tended to leave tasks until the last minute, leading to unnecessary stress and compromised work quality. However, the lessons from the lectures helped me recognise how disorganised time management was contributing to my productivity challenges. I learned that procrastination often stems from a fear of starting or from not knowing where to begin. This insight alone gave me the motivation to approach tasks in a more structured manner. Techniques such as task prioritisation allowed me to identify what was truly important and urgent, helping me focus on high priority items without feeling overwhelmed.
By creating a clear schedule, I could manage my time more effectively, reduce distractions, and maintain steady progress on my assignments. Another valuable lesson was the importance of setting realistic, achievable deadlines. Previously, I would often set overly ambitious deadlines for myself, leading to disappointment and burnout. However, by setting more reasonable goals and taking regular breaks, I’ve noticed a marked improvement in my productivity, focus, and overall, well being.
One of the key insights from the lectures has been understanding how communication and time management are closely interconnected. Effective communication can save time by preventing misunderstandings and minimising the need for repeated clarification. When I communicate clearly and concisely, I can address issues directly, avoid unnecessary back and forth, and stay focused on the main objectives. This has been especially helpful in the small group exercises, where clear communication accelerates decision making and ensures everyone is on the same page.
On the other hand, good time management allows for more focused and purposeful communication. When I plan my time well, I can approach with a clear agenda, ensuring that discussions stay on track and that we cover all the necessary points efficiently. By managing my time, I can avoid feeling rushed or distracted, which allows me to be more present in conversations and respond thoughtfully. Ultimately, both skills complement each other, making interactions more productive and reducing wasted time. I feel more confident in my ability to communicate effectively, whether it’s in a classroom discussion or a professional setting.
Moreover, the time management techniques I’ve learned have helped me become more productive, reduce stress, and approach tasks with greater clarity and purpose. I look forward to continuing to refine these skills and applying them in various aspects of my life, as I believe they will serve me well not only in my studies but also in my future career and personal endeavours.

Component Two: Action Plan
To continue developing my communication and time management skills, I’ve set clear and specific goals that will help me integrate these abilities into both my academic and personal life. In terms of communication, one of the key goals I have set is to actively implement the principles of active listening in all of my conversations. This means that I will make a mindful effort to give my full attention to the speaker, ensuring that I understand their message before responding, and I plan to practice this by engaging in regular conversations where I consciously avoid distractions such as checking my phone, multitasking, or letting my mind wander, habits I’ve often found myself falling into. By doing this, I aim to become a more attentive listener, which will allow me to respond more thoughtfully and foster better communication overall. 
One more goal related to communication is to focus on improving the clarity and conciseness of my messages, so I will be taking the “Communication foundation” course within 2 weeks time (Bailey-Hughes & Kolovou, 2023) on LinkedIn Learning. I’ve realised that sometimes I tend to over explain, which can confuse my audience or detract from the main point I’m trying to convey. To address this, I will practice delivering more direct and clear messages, making sure that my communication is purposeful and easy to understand. This will be particularly important in group work or professional settings, where effective communication is essential for collaboration and productivity.
As for time management, I will follow the “Time Management Fundamentals” course (Crenshaw, 2022) until the end of the year, and I also plan to incorporate some of the techniques I’ve learned. One of the strategies I plan to implement is the “Eat the Frog” method (Laoyan, 2024), that I’ve learned during the Business Skills lectures. I believe this will help me overcome procrastination and build momentum for the rest of the day. To ensure that I’m staying on track, I’ll also be scheduling regular breaks to refresh my mind and prevent burnout, which I’ve realised is essential for maintaining focus and productivity. 
Additionally, I will continue to prioritise my tasks using "to do" lists, which have always helped me to better organise my workload and decide what is truly urgent or important versus what can wait. I’ve found that creating a daily or weekly list helps me focus on my top priorities and stay on top of deadlines without feeling overwhelmed. These lists will help me break down larger tasks into smaller, more manageable steps, making it easier to stay organised and productive. 
To ensure that I am consistent and continue to improve my skills, at the end of each week, I’ll reflect on my communication and time management efforts, what worked well, what challenges I faced, and where I can improve. Ultimately, my goal is for these communication and time management skills to become integral to my success, both in my current studies and as I move forward into my future career. By continually refining these skills, I believe that I am positioning myself for greater success in any field I choose to pursue.
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