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INTRODUCTION 

This is a personal reflection essay I will be using the Gibbs model of reflection in which I will give a description, explain my feelings, give an evaluation and conclusion including any of my actions regarding my understanding of three topics which are Time management, Curriculum Vitae (CV) writing and Academic Writing. In addition, I will discuss my understanding of these three topics, what I have learned about each of them and how are they useful to me now that I have undertaken the skills for the workplace course.   I currently work in a Private Hospital as a senior manager, my job is very people facing, dealing with patient admissions, personal information, medical procedures including Human resources that requires that I understand Time management, academic writing including CV writing in order that I can properly and appropriately share information and including being able to write correctly to meet the job requirements needed of me. 
   
   



1-TIME MANAGEMENT 


Description: The definition of time management is ‘The process of skilfully applying time to finish and perfect a specific activity within time constraint’ (Harris, 2008, p.22). It can be described as taking charge, carefully, consciously, purposefully-not shrinking from difficulties, but engaging them’ (Kristian,2010, p.4) not to mention Time management is the process of planning and organising how to allocate and divide your time into specific activities and prioritises with the objective being to maximise the time spent on specific activities in order to achieve your goals faster. (Pettit, M. 2020).  
Feelings: Before undertaking this certificate in skills for the workplace, I feel I had very little understanding of the principles, organisation and structure to time management. I did not implement concepts as SMART Goals I struggled with my job workload and ending up working longer hours and feel exhausted at the end of the week. I had no understanding of how to apply the tools of time management to my work life as no-one had taught me the concepts of time management.  
Evaluation: Because of undertaking this course My understanding of Time management is that “Time is a valuable personal resource that if you gain control of, you’ll have greater control of your life, enables one to set and attain personal priorities and maintain a balance in life” (Thriving at Trident, Kendall Hunt Publishing Company, 2017). I have learned that the two great benefits to time management are there is a reduction in time wasted on unimportant work and an increase in time spent on important work and goals. In addition, other important benefits of good time management are there is less personal stress and anxiety in meeting the workload and targets as an individual is on top of the workload and should not be left feeling overwhelmed. Moreover, I have learned that if time management is applied correctly a worker is able to focus better on tasks so as to become more productive, being more productive means feeling less tired and less stressed.(Morgenstern, J.2020) Finally another key point I have learned is that time management eliminates distractions an increase in focus on particular workload ensuring that the workload is prioritized with the most important work is finished first and in time. (Pettit, M. 2020).  
Conclusion and Actions: I have started to implement SMART goals when working. SMART goals are commonly attributed to Peter Ducker’s Management by Objectives concept. (1981) SMART is an acronym that stands for Specific, Measurable, Achievable, Realistic, and Timely and incorporates all these criteria to help focus efforts and increase the chances of achieving a particular goal. For example, I have evaluated that when doing admissions I choose specific lists first, having measured that some procedures are shorter and quicker to admit on to the ward. I found this is achievable as shorter cases are quicker to admit and I can do more work in admissions than before. I have found this to be realistic and achievable in that I am not straining myself and becoming stressed including saving me time admitting longer cases first therefore I am now able to leave work earlier than before and feeling less stressed.   


SEE TABLE AS EXAMPLE OF MY TIME MANAGEMENT




For Example:  To do list 

	Activity
	Time Required
	Priority
	Time
	Days

	
   Work
	
7.5
	 Very important (related to the patients dealing)
	
7.5 hours per day 
	
Monday-Friday

	
School
	
3
	Important (Learning and getting done assignment)
	
3 hours in a day 
	
Monday-Friday

	
Training
	
1
	Important (Taking care for physical and mental health)
	
1 hour per day
	
Monday-Saturday

	
Sleeping 
	8 
	I
mportant (Relax)
	
8 hours per day
	
Monday-Sunday

	
Cooking
	
1 
	
Important
	
1 hours per day
	
Monday-Sunday

	Spending time with family (TV, Lunch, Dinner)
	
3 
	
Important 
	
3 hours per day 
	
Monday -Sunday

	Spending time with friends
	
1 
	
Normal
	1 hour during the weekend
	Saturday-Sunday

	Free time social media
	
0.30
	
Less important
	
30 minutes
	Free time during the week.




   


POMODORO TECHNIQUE

Description: What is Pomodoro Technique? 
The Pomodoro Technique is a time management method developed by Francesco Cirillio in 1980. This technique uses a timer break of 5 minutes of 4 cycles of 25 minutes.

Feelings: During my studies I was introduced to Pareto’s Rule 80/20 which is one of the simplest rule of time management in consisting on avoiding time waste for a specific goal or problem  and was very effective on business/organizational planning and project management . Using Pareto’s Rule was effective during my studies as I was avoiding waste my time on social media or doing nothing important but still, I wasn’t very clear on a way how to have an effective study. Discovering Pomodoro Technique made me compare both techniques and decided on the one who showed me a way of an effective study without causing stress.

Evaluation: During my research for this assignment, I discover a technique called “POMODORO TECHNIQUE “which was very helpful for the most important tasks I had in my studies to finish my assignment in time. 
After discovering about Pomodoro Technique, I decided on doing the assignment every day for 3 hours with 4 cycles of 25 minutes studies and research with 5 minutes brake repeating the cycle for 4 times

Conclusion and Actions: As conclusion I found it very useful technique with achievable results of my assignment done and control of stress and most of the time manage in a very useful way.

SEE EXAMPLE OF MY POMODORO TECHNIQUE






2-CURRICULUM VITAE WRITING 


Description: A curriculum vitae (CV) can be described as a tool used to help any individual when applying for jobs (Smith, J.2021) it enables a person to summarise their education skills and any relevant experience so as to create a personal brand and sell those abilities to a potential employer. (Corporate Finance Institute,2015). In Latin Curriculum Vitae (CV) translate “Course of my Life” and provides a comprehensive review of one’s life work.  
Feelings: Since undertaking the Skills for the Workplace course have, I learned the importance of having a CV and using it to make a good impression. Previously I did not put much effort into my CV’s and now on reflection, |I do feel I may have lost good employment opportunities if had made the extra effort to keep concise, up-to-date CV that stood out from the crowd. Now I am learning to think of myself as a brand and using the CV writing as an effective tool to help me get a foot in the door when applying for jobs that I feel can allow to further develop and grow. A CV used effectively can determine the course of one's life. 
Evaluation: My understanding is that a CV will showcase a person's specific knowledge or experience that is relevant and required by the recruiter moreover it should not be longer than two A4 size papers and will start with personal information such as name, contact information, age and email address as well as marital status and nationality included. Coupled just below personal information will be a concise personal statement highlighting a personas key attribute usually about one hundred to one hundred and fifty words in total. (Smith.J,2021). Moreover, listed and dated education and personal qualifications in chronological order followed by work experience that must include jobs title, name of the organization worked for and any key responsibilities. Finally, the CV will list of a person's general interests, hobbies or any charity work undertaken and the required references available on request which should be past employers. It's my evaluation that CV writing to a fundamental document in each person's professional arsenal particularly that should be clear and precise, kept regularly up to date in as much as the CV is the first chance to make an impression and set one apart in the mind of the recruiter. (The graduate recruitment.co.uk).  
Conclusion and Actions: CV writing has led me to think of myself as a brand with skills and potential that must be marketed to stand the best chance of getting the best jobs one has to stand out from the crowd and make a good impression to a potential employer (Legalsecretary.com). Subsequently I now taken the action of updating and make numerous improvements to my own CV as I seek to stand out from the crowd.



















3-ACADEMIC WRITING


Description: Definition of Academic Writings a formal writing used to the public environments such as schools’ university, government, workplace between students and professors and colleges. It’s what students are expected to produce for classes and what academic researchers use to write scholarly materials. ‘Academic writing involves expressing your ideas, but those ideas need to be presented as a response to some other person or group; and they also need to be carefully elaborated, well supported, logically sequenced, rigorously reasoned, and tightly stitched together’ according to (Frang, 2021). My understanding academic writing involves all the contents together for writing on a formal way. This means that every institution as government, university, collage has specific and a regular style for writing academic purpose. The main purpose of academic writing is to give a clear and understanding message from writer to reader for example 

Feelings: I have learned on the Skills for the Workplace Course how to appropriately apply academic writing into my everyday documentation and email such for example using transitive and intransitive verbs, applying linking words when to paraphrasing, summarising, linking words for example. 
Evaluation: Transitive verbs are verbs that are being referring to an actual object and intransitive verbs does not have an object. My friend Jermaine bought a new car yesterday. The staff at King Edward Hospital is excited for Jermaine.
Paraphrasing is using your own word for something that you have read from somewhere else, providing credibility to your own argument or analyse as well as clarifying when was written by another person so you can avoid plagiarism. For example, a way of paraphrasing is my reflection on this essay for what I have read and written until know or the clarifying I have made for the sentences that were written by someone else. Summarising is explanation of ideas in a shorter form. For example, summarising on my essay will be the explanation in a shorter form for what I have been written. Linking words is used to show the relation between sentences, ideas and clauses. For example, some of the linking words I have used in the essay are therefore and, as consequence, also, before, etc.

Conclusion and Actions: As an experienced HR Assistant in the government and as a Senior Manager now in a Hospital I knew a little for academic writing and I did notice this on the emails and the formal paper works I prepared, but it was taking me a lot of preparing those.my work requires prepare formal and regular way of writing a letter that can be understandable and clear for the patients. 
 When I did start this course, I learned a lot for some of the tips that could help me to write in a formal and regular way therefore I am being better on the way how I prepare a formal email, the letter of agreement for my patients. As result my director was very happy with me getting better on my job now.
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Take 15-30 minutes brake


Task to be completed (School Assignment 2000 words )


Set timer for 25 minutes (13:00-13:25)


Work on the assignment reading, writing and reflecting.


Take brake for 5 minutes between starting again.


Repeated the cycle for 4 times


