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Reflective Report
[bookmark: _Toc131379814]Introduction
The reflective report covers the use of time management skills and teamwork skills during the individual tasks and the group activities of the coursework. I would be reflecting on the utilization of these skills in different activities and their significance in my life.  This also focuses on the multi-active time view and linear time view. In the linear time view, the focus is given to performing one particular task at a time. In a multi-active view, the focus is given to performing several tasks at once. Time management is important as it helps us achieve our goals and targets most efficiently and effectively. Furthermore, it is one of the key skills to personal and professional success. Hence, every successful individual, from an entrepreneur to a doctor utilizes time in the most productive manner (Brigitte Claessens, 2017). By taking this course, I will uncover techniques that will help me to improve how to invest my energy. I will learn time management abilities utilized by profoundly successful individuals. Taking everything into account, I will acquire all the abilities I need to appropriately deal with my time (Alfonso, 2021). 
[bookmark: _Toc131187726][bookmark: _Toc131379815]Time management skill
The time management skills are most important to arrange the tasks strategically and it enhances the intuitive skills to be organized. The ability of organizing the details according to their deadlines or the specific time of their completion gives a complete sense of satisfaction. I practiced these skills of time management during my class activities when I experienced that my performance is being affected by the haphazard routine. Therefore, I decided to polish my skill of time management.
Time management helps me with my schooling because it teaches me how to use my time wisely. Additionally, there are a few time management considerations that need to be made. I'm able to achieve the best marks because of this. I'm working on a number of tasks with my fellow group members that worsen my mental health and raise my levels of frustration and despair. I speak to my friends, indulge in some healthy beverages, and watch something amazing to clear my head. A person's existence is significantly improved by wise time management (Britton, 2017). 
In order to complete my course activities, I created a plan for my daily and decided to exclude those, which are uselessly consuming my time and making me ignorant about the significance of time management. I decided to avoid using social media, going out, going shopping, making phone conversations, and other types of distractive activities, which are affecting my studies, and becoming a hurdle in my success. I reasoned that removing distractions would enable me to complete my coursework and studies on schedule. It will save time and feel more productive therefore. While most people squander their time and accomplish nothing, some people are skilled at juggling. 
I make an effort to focus on one activity at a moment rather than doing several things at once. I can generate high levels of efficiency in my academic work because of this. Increased tension, anxiety, fatigue, and cardiovascular problems result from continuous work. Additionally, it will lower output. A functioning mind needs periodic times of renewal. I discovered that taking breaks throughout the workweek can help you feel more refreshed and less exhausted. It is impossible to overstate the value of brief breaks for the mental well-being of workers (Aeon & Aguinis, 2017).  
After making this decision and a plan for my daily activities, I started implementing it in my class. I wanted to complete my activities on time so I started the implementation of time management practice from Assignment 1, which was “What is the most effective way of motivating staff?” During this assignment, I planned a false deadline to complete my task and for that reason, I created an outline of the content. Then I divided the total word count in the outline and started working on it. By doing so I was able to track my hourly progress and I made pointers of the difficulty that I was facing and which consumed my time so I can work on it next time. By doing so, I was able to complete my task before the decided deadline and got a sense of achievement and accomplishment. 
Since then, I am following this activity and enjoying the experience of completing tasks on time. During my class, I shared my experience with my fellows and decided to work on the practice of time management together. This skill of time management was found to be very helpful in the group activity of week 8 where all of the team members were assigned different tasks and we thought to combine the data at the decided time. Every group member work hard and completed the assigned task on time, which enabled us to submit our group 8 activity on time.
[bookmark: _Toc131187727]Learning outcomes
Through the time management activity, I was able to cover a lot of activities in the decided time frame which made me realize that everything in life must be managed and priorities. If I want to achieve good grades and want to entertain myself through social activities, games, social media, and gatherings then I need to allocate a specific time to all of these activities and I would be able to enjoy as well as work hard for my future. All I need to do is to manage my routine. I learned to create a to-do list for myself on daily basis and completing those tasks makes me happy all the time. Time management helps to establish well-organized and disciplined personalities, which I am trying to become (liu, 2022). 
The most significant advantage of effective time management is raised drive. Taking charge of your concerns can increase your courage, improve your productivity, and sharpen your skills. You become more enthused and assured about your responsibilities and tasks as a result. It enables me to feel energized enough to achieve my objectives. An upbeat attitude guarantees superior services and high-caliber performance. The pattern continues, ultimately causing problems with mental health and failure. Laziness and delay are diminished by effective time management. The increased drive is one of the most significant advantages of effective time management. 
Taking charge of your concerns can help you gain courage, improve your attitude toward work, and sharpen your skills. Your enthusiasm and self-assurance for your responsibilities and tasks increase as a result. It enables me to feel motivated and capable of achieving my objectives. Better services and high-caliber performance are guaranteed by elated energy. Greater achievements and a more promising job follow from improved performance (Georgia, 2021). I discovered the core components of the time management behavior measure because undergraduates found time management mechanics to be too challenging.  I concluded that it is important to teach students time management skills and involve them in tasks that can help them develop these abilities. A methodical strategy was provided by my research study to examine time management behavior and outcomes. 
Although there are many other factors at play in the process, I evaluate how important time management skills are on the path to success. They consist of opportunities for learning, problem-solving abilities, and the capacity to understand a specific concept intellectually. My study gave me the best understanding I've ever had of time management.
[bookmark: _Toc131187728][bookmark: _Toc131379816]Future perspective
I have decided that going forward, I won't waste time or spend too much time on anything, that I will prioritize my regular tasks and classwork to perform effectively, and that this time management will help me to perform better in my exams where I'd be able to solve within the allotted time frame without any panic. If I want to live a better, more well-managed life, I've decided that time must be split in an organized and resourceful way. By effectively managing my time, I will achieve the goals I have for my existence. Time management will alter my personality, and I will labor devotedly as a result. I will effectively manage my time to coordinate with my classmates regarding the course activities and to study together for achieving better grades.
[bookmark: _Toc131379817]Teamwork skill
I was not well aware of the value of close coordination and teamwork prior to participating in the group activity of week 8; this activity made me realize its importance. Previously, I always preferred to complete my tasks on my own because I wanted to feel a sense of accomplishment; however, after participating in-group activities, I found that it increases my social, cognitive, and intellectual skills. My classmates and I all wanted to contribute successfully to the tasks, so we decided to have a leader in the group who would divide the task, schedule group meetings, and facilitate discussion of the task. The leader would be in charge of completing the assignment and ensuring that everyone turned in his or her work on time. It was a fun event, and I gained insight into other people's viewpoints.
This study offered a methodical way to examine how a team works together, manages behavior, cooperates, and calibrates to finish a job. Using a team to complete my teaching duties is more efficient from all the core components of the cooperation and behavior spectrum.  My teamwork seeks to involve them in activities that can foster their time management and learning skills. The value of managing through teamwork was emphasized in this study. There is no denying the value of effective team administration, but there are a lot of other factors at play as well. They consist of chances to learn, abilities to solve problems, and the mental capacity to understand a certain idea. This analysis gave a thorough understanding of teamwork, one of the most significant non-academic variables. Turner states that what makes a team effective is "the capacity to express our thoughts, sentiments, works, or opinions plainly and plainly without putting ourselves or others down." Due to their perception that doing so would make them seem obstinate or narrow-minded, many people find it difficult to say "no." This causes miscalculations that waste teamwork because of a lack of trust (Turner, 2020). 
[bookmark: _Toc131187730]The fundamental elements of the cooperation and behavior spectrum are all things that my team and I are eager to define as viewpoint targets and goals.  To help them improve their time management and learning skills, I want to engage them in teamwork projects. Through the conversation that was carried out with the help of teamwork, I finished every home-based task that was assigned to me. Presentations on a range of topics were submitted jointly. Discussions regarding time and group learning had an effect on my grades. Because of teamwork and cooperation, I can complete all of my assignments by the due date. This not only helps me earn higher grades, but it also broadens my horizons. Thanks to our cooperation, we worked very hard to accomplish the various tasks that were assigned to us. 
Different portions of the task were distributed to group members, simplifying it for everyone and saving time. We can share knowledge because of teamwork. Teamwork also helps me come up with new, original task ideas. This encourages us to achieve the best grades in the class. The diverse team members' individual views all contribute to the creation of something fresh and innovative. With the aid of group management and calibrations, we were able to finish the assignments, projects, and tasks that were given to us.
Learning outcomes
Teamwork improves both my ability to work in a group and my ability to keep up with the demands of my scholastic workload. Applying four fundamental principles to collaboration has a significant positive impact on my psychological growth and self-assurance. The first step is to set targets and goals. I can divide up big tasks into smaller ones by working in teams.  Setting objectives and comprehending their importance is the first and most crucial step in developing time management skills, I've discovered.  I am conscious of my abilities and my capacity to work well in teams. The second key element of collaboration is the capacity to develop novel working methods. It greatly helps me stay focused and stay away from things that might create distractions. 
The proper framework of a team can assist a person in moving forward in a disciplined way.  emphasized how important it was for students to comprehend unity. I found that people frequently undervalued how much teamwork was required for a particular task. In my opinion, using teamwork effectively requires having a clear goal, staying focused, and paying close attention to detail.
I also inferred from my research that even after developing a plan or working strategy, procrastinating students still experience anxiety. Their lack of clear teamwork, ignorance of default choices, and psychological tendencies are the cause of this. According to my analysis, grade point average and short-term planning lack teamwork, and people who consistently work to maintain their academic skills have a greater chance of success. They also asserted that long-term tactics are rarely very effective. I also learned that short-term planning is more efficient and flexible when done in teams. 
If proper and calibrated teamwork is achieved, I can simply modify the plans in response to routine changes. I've discovered that the research project has two important phases. Phase one involved scoping, and phase two involved analyzing the variables thought to be important for collaboration (Morbitzer & McLaughlin, 2022). In the first stage, my team and I conduct an online poll of the academic staff employees to determine the value of teamwork. The findings demonstrate that participants in academic events themselves are less likely to acquire learning and time-management skills.
[bookmark: _Toc131187731][bookmark: _Toc131379818]Future perspective
With a qualified team, I'll make the effort required to accomplish the objectives that have been set. My team will likely put forth a lot of dedication, tenacity, and unwavering effort to achieve all of their life objectives. It helps to instill character qualities like strong teamwork and cooperation. I wouldn't be able to manage life's daily challenges without these qualities. In the future, I've made the decision to match the objectives of my team which demonstrate self-regulated development in terms of upbeat attitudes, persistence, and life goals with the traits of efficient time management. I also draw the conclusion that it may be challenging to instill these characteristics in a person who works diligently but lacks motivation through the harmony of teamwork. It's difficult, but not impossible. Teamwork helps in making an accurate evaluation and enables zealous completion of a particular task. In order to solve issues in life with focus and a relaxed environment, my team and I have decided to order topics from hardest to easiest.
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