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Introduction: - 
This report will be exploring what I have learned during my first term. I will be looking mainly at one learned on how to improve my time management. I will be explaining why it is important to have good time management and the negative affects of maintaining poor time management. The objective is to fully understand why time management is crucial to being productive and why it can be harmful to productivity when time management is poor. 
I will also be briefly touching on other topics which were taught and reflecting on what I learned about each of these topics. This is an overall report on my first term and how I felt about the subjects taught.

1. Time management: -
The Oxford dictionary defines Time management as “the ability to use one’s time effectively and productively, especially at work”. 
As we know there are only so many hours in a day, meaning that we can only get so much done. But in order to ensure you get the best productivity out of those hours, it is imperative that time is well managed. There are many ways one can ensure that they are managing their time efficiently. 
I chose the topic of time management because it is a weakness which I really must improve upon because currently it is not one of my strong points. I often fail to meet deadlines and I am often not very punctual with my timing.
One way to manage your time efficiently is to ensure that you prepare. Preparation gives you a head start because you already have things mapped out or physically prepared so once you begin you will have a clear idea of what is needed and what is needed to be done. 
Another way to manage your time effectively is to use methods such as the SWOT analysis (Strength, Weaknesses, Opportunity and Threats) and the Gibb method. These methods allow me to analyse my strengths and weaknesses and with time management being a weakness of mine, it gives me the opportunity to prepare.

Prior to learning about time management, all I understood about the topic was that I wasn’t good at practicing good time management. After learning about time management in lessons, I realised that it is not difficult to manage my time more effectively if I can apply the methods and techniques which I have been taught. 
I learned that it is not a good idea to procrastinate, when you have things which need to be done. Procrastination is one of the biggest hurdles when trying to maintain good time management. Sometimes I may feel a little overwhelmed or a little anxious about a task, which can cause me to want to procrastinate but I learned that you can even allow time for feeling anxious or overwhelmed when I initially prepare and plan.
The information which I obtained from my lesson, I found very useful because even simply by applying the methods and techniques to my everyday life has yielded promising outcomes such as being on time for appointments and feeling more organised.

2. Reflection on Time management: -
I personally am not good at managing my time efficiently. I often rush and panic in order to meet deadlines when it is unnecessary to do so. By rush and panicking and doing things at the last minute often means that the work produced will have errors, be of poor quality and not very well presented. 
I do not allow myself enough time to ensure that everything can be completed without the need to be hurried and rushed. Due to this inability to ensure my time is managed efficiently I have faced many issues such as being late to work and not meeting set deadlines. This reflects badly on myself in the face of others such as colleagues. 
I learned helpful tools and methods, some of which I have never previously thought about to help me manage my time more efficiently. 
The techniques and methods I have learned during my course, such as the SWOT analysis and the Gibb method for example, simply demonstrates how to break down time in a productive way and how to get things completed without stress. 

3. Ways to improve time management
Even though I do struggle with time management, there are ways which I have learned that can help me manage my time more efficiently and get things completed and on time. 
These ways include:
· Having a to-do list
· Prioritise wisely
· Set a time limit to achieve each task
· Organisation
By implementing these into my workloads I will find that my productivity will improve, and I will be able meet targets and deadlines. 
A to-do list is helpful because it allows you to visually see what you have to do with the time allocated to each task. It is something which can be referred to, to ensure you are completing everything or haven’t forgotten or missed anything you were supposed to do. A to-do list helps you to stay organised and if you fail to meet all the things listed on your to-do list, you can always transfer any outstanding tasks onto your new to-do list on a different day.
As I previously mentioned, prioritising is extremely important because it allows you to do the things which are most important or urgent first. Things which are the most time consuming are also prioritised highly, that way you won’t be rushing at the last minute to complete important or lengthy work. Understanding what is important and what isn’t so important can help you use your time more wisely and be able to allocate the right amount of time to each task.
By setting a time limit on each task, this ensures that you don’t dedicate too much or too little time to a task. By spending too much or too little time on a task can either leave not enough time to complete other tasks or not doing a task to a high standard. 
Organisation is also important because if you are not prepared you will leave room for mishaps and setbacks. For example: If you are writing an assignment, it is good to be organised by having the information you need, having the references you need, ensuring the laptop is set up to type, etc. Being organised prevents you from feeling under prepared which reduces anxiety and helps ensure that you will face less challenges and meet deadlines on time.

4. Brief on other topics learned

Other topics which were discussed and which I benefited from learning from are:
· Academic writing 
· Reflection 
· CV writing
These topics I found interesting during the first term one of my course because these are also things I wish to improve upon and expand my knowledge of.
· Academic writing
When you undergo learning at university, you will be expected to write your essays, dissertations and research studies in academic style. This basically means to write in a more formal way. To use wording which is very formal and descriptive. To have a presentation style which is of a high standard, grammar wise and layout wise. 
Your paragraph structure, sentence structure and overall structure will be expected to be at a high academic standard. 
I learned that by improving my academic writing skills, it will help me to submit my assignments to the best standard, which in turn can improve my overall grade. I now understand moving forward, the standard of work which I am expected to submit. 
· Reflection 


Another topic which I found helped me with learning and studying is reflection. By reflecting on what I learned during class and during research for my assignments, it helps to give me a better understanding of what I learned. 
It also helps me to absorb the information which is taught and provides me with a better insight on the information given. 
Reflection can also help you to look at what you can add or improve on in future. Reflection helps me to understand more than just the surface level of what was taught. Reflection can also lead to wanting to know more about the topic and can lead to you wanting to do further research to feed your desire to know more. 
· CV writing
CV writing is creating a document which contains your personal information and job history which will indicate to an employer whether you have the required skills for the job position and whether you will be a good fit for the job offer. 
Ensuring you have a good CV of a good standard will better your chances at securing the job position which you applied for. The employer will be impressed with the contents, layout and most importantly, your skills. I learned that it is important not to have a CV which is too long and more 
than two A4 sides of paper. Keeping in mind that the employer will probably have many CVs to look through, you will want to present something which is short but to the point stating only necessary information such as your past work history and your education. I learned that if I want to improve my chances of gaining future employment, that I must produce a high standard CV. 
Apart from time management I did find learning about academic writing, reflection and CV writing very useful, which I will apply to my university work and to applying for future job roles. 

5. Conclusion
Time management is important because not only does it make you a more reliable and more competent person, but it also considers others time as well. Having poor time management skills leads to a lot of problems and doesn’t reflect well on you as an individual. 
Employers do not tolerate poor time management as it affects the flow of work at the company, for example. There is a saying that “Time is money” and by not performing and producing work in a sufficient and within a timeframe reflects badly on the company and can cause financial loss to the company as there will be a backlog of work and things will not flow efficiently. 
After some reflection on my own time management, I have managed to identify where I have been going wrong and not using my time efficiently. By identifying how I am not using my time wisely, I am able to prepare and make plans to ensure that I am managing my time well. By keeping a to-do list for example, will help to keep me on track. If I have deadline to meet, I learned that it is important to not only ensure that I meet the deadline but to also allow myself extra time in case I need to make any changes or and anything extra. 


By rushing to meet a deadline, it leaves too much room for error and mistakes. Good time management also helps me to remain calm, collected and confident that I have enough time to get tasks done. 
By adapting good time management practices, it will greatly help me in my studies and is also transferable to my day-to-day life. 
All in all, I would say that I found my first term to be very insightful. I not only learned new things, but I was able to be refreshed on things I had learned in my past. I found hearing different perspectives and viewpoints from fellow classmates interesting and helped me to gain different perspectives on certain topics. I look forward to using what I have learned so far and transferring it onto future assignments, projects and one day in the future, to my career/work.
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