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[bookmark: _heading=h.1fob9te]Introduction
The purpose of this report is to conduct a skill assessment through which one can identify key weaknesses that need further improvement. “The study skills Handbook” by Stella Cottrell will be used in this report where the value and knowledge gained from the sources will be used for overcoming the identified weaknesses of an individual. 
Source of Skill Development
For the current skill development approaches the secondary resource undertaken is "The study skills Handbook" by Stella Cottrell.
Summary of discussion
As per the secondary source undertaken, time management skills can be described as an ability of an individual to efficiently and productively use their time. It has been viewed as a method of balancing or planning time across various activities in professional or personal roles. An effective time management skill will facilitate an individual to accomplish a defined goal or complete a specific within the predetermined time frame despite tight schedules and challenges (Cottrell, 2019). When an individual effectively manages their time in meeting deadlines and schedules it facilitates them to enhance their reputation and develop in the workplace. This skill facilitates an individual in strategic task allocation through effective organization, prioritization, goal setting, communication, planning, delegation, and flexibility. The development of time management is viewed in this aspect through which time management skills can be effectively developed by focusing on these achievable milestones. The development of effective time management skills will facilitate an individual to successfully develop in a real-life competitive environment.
Knowledge gained from source.
Time management skill has been studied to be significant in achieving an individual goal in comparatively less time. This is because time management skill facilitates an individual to gain motivation and encouragement to continuously pursue goals and achieve them faster (Adams and Blair, 2019). Time management is also significant in avoiding time wastage, problems, and friction in professional or personal activities. This is mainly because it helps an individual to make a to-do list where each time is allocated for each task and accomplish them systematically. 
In the workplace setting, time management skill facilitates an individual to meet appointments and deadlines. This skill encourages an individual to keep their schedule and divide their tasks into manageable chunks and systematically complete each task one after another. This skill is also associated with avoiding unwanted stress that can possibly lead to workplace burnout (Gorman and Kay, 2020). A good time management approach helps an individual to view the work as a set of activities and tasks which are highly manageable as compared to the whole chunk of tasks. Most essentially this skill has been viewed as a facilitator to set a better work-life balance. This skill will facilitate an individual to arrange different schedules for personal or professional activities and separately take part in each of them.
Use of information from source
This study outlines that to improve the time management skill an individual need to priorities their tasks that are of high importance. This approach will help an individual to focus their efforts and construct schedules on the goals that are crucially essential at the current time. An individual should also focus on organizing the workspaces in order to effectively develop their time management skills through which an individual does not waste time in unnecessary activities (Gregg, 2018). For optimizing the organizational skill an individual need to enhance their planning capabilities at the initial stage for effective time management skills. 
It is also essential for an individual to develop a single tasking for effective time management to mitigate the risk of a mixture of unmanageable tasks. Multi-tasking diverts the single focus on an individual leading to potential loss in the continuous progress and completion of a task (Werner, 2021). It is also essential for an individual to learn the productivity pattern to optimise their time management skills and timely accomplish the given tasks. Learning the productivity pattern will facilitate an individual to recognise the most effective approaches through which specific tasks can be accomplished and can be used in future tasks also. For example, Chapter 6 of the book focuses specifically on time management and provides guidance on how to identify and overcome common time management challenges. It also includes tips for prioritizing tasks, setting goals, and creating effective schedules.

Additionally, the book emphasizes the importance of using designated and authoritative sources to enhance your understanding of time management principles and techniques. By following the guidance in the book and using authoritative sources to inform your time management strategies, you can improve your productivity and reduce stress.

[bookmark: _heading=h.3znysh7]Self-skill assessment
Self-skill assessment is essential for an individual to identify the areas that an individual need to improve which can be effectively done by conducting a personal SWOT analysis.
	Strength
	Weakness

	· Strong communication skill
· Effective research skill
	· Lack of experience
· Weak time management

	Opportunities
	Threat

	· Grow as a competitive professional
· Form new Start-ups
	· Long-term health condition
· Weak financial situation


Table 1: Personal SWOT analysis
(Source: Created by the Learner)
My key strength is a strong communication skill and effective research skill. With strong communication skills, I can rightly communicate my business ideas and perspective towards certain aspects to the team and audience. Through effective research skills I can develop a strong plan of action comprising minimum risk. 
My key weakness is the lack of experience and weak time management. I am less involved with the real-life practical business environment and still have a lot to learn in order to develop in a business environment. Alongside I also have weak time management skills and need to be organized as an individual.
With essential communication and research skills, I have a potential opportunity to progressively develop in a professional field. While alongside I also had an opportunity of developing a new startup with my own business ideas and developmental strategies in my field of interest. 
Long-term health conditions are a potential threat to growth or development as a professional because these factors are unpredictable in nature. Microenvironmental factors like recession and soaring inflation might impact the industry or my organization leading to financial degradation.
[bookmark: _heading=h.2et92p0]Areas of improvement
Through analyzing the personal skill assessment, it can be outlined that the learner needs to focus on enhancing time management skills. This is mainly because the learner has strong communication and research skills which is an essential and highly appreciated behavioral trait in the contemporary business environment. However, time management is the most demanded behavioral trait in the business environment (Martin et al., 2020). For successful professional development, it is essential for an individual to timely deliver projects and assignments to the clients. Weak time management is regarded as the most negative workplace etiquette, and it is essential to develop time management by analyzing the secondary skill development resources. 
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	Skills
	Activities to achieve it
	Progress measurement
	Metrics to measure success
	Time duration

	Time management
	Study the book “The study skills Handbook” by Stella Cottrell to use authoritative and designated journals and books through which time management skills can be successfully enhanced. The book provides a comprehensive system for managing tasks and projects with a focus on reducing stress and increasing productivity. It outlines a five-step process for managing tasks and projects, including capturing, clarifying, organizing, reflecting, and engaging. Part one provides an overview of the system, including the five-step process and the principles behind it. Part two provides more detailed guidance on implementing the system, including specific tools and techniques for managing tasks and projects.( Allen, D. (2015))

	The progress of time management skills will be measured with the number of books and scholarly references studied in order to optimise this skill (Bajec, 2019).
It will also be measured through exchanging reviews from peer groups and supports like the teacher, families or managers in the workplace in the context of timely completing the tasks
	The success of the development of time management skills will be measured through the number of projects undertaken in the institution or workplaces with tight deadlines.
It will also be measured by analysing the overall outcome or success of the projects undertaken if it had successfully met the client's expectations. 
	6 months


Table 2: Personal Development plan
(Source: Created by the Learner)
[bookmark: _heading=h.1t3h5sf]

Conclusion
This report has successfully identified the time management skills to be a key weakness of an individual. To overcome this weakness “The study skills Handbook” by Stella Cottrell. has been studied where various importance and usefulness of time management skills have been analyzed. Accordingly, a Personal Development Plan has been developed for optimizing time management skills. 
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