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Time Management
Time Management the ability to organise and plan the time spent on activities in a day. The result of excellent time management is better efficiency and productivity. It is a key feature of project management and involves skills such as planning, setting goals and priorities for a better performance. (Linn Tran, 2015)

The group decided that we meet at least once a week for our general meeting and updates on the project. I had to work around other modules within my course and my home duties to manage my time in giving my input in the project. Each individual had to work around their own personal duties and work commitments to get the project complete. 

During the project we had to priorities which sections were going to be essential and needs doing first and what tasks were delegated to certain individuals. We tried to communicate this through our weekly meeting and also keep records of the tasks completed and how much time required for task that were not complete. 

Delegation
Delegation is a decisive part of the management role of organising. Organising involves creating and continuing important contact between and among all people working on project, regardless of their assigned job role or area of expertise. A project is a common task involving people and resources from many different section of the group or organisation. (R.william – A.frank, 1983)

Every individual were given tasks to complete during the project. My task involved researching on Amazon website and its services. I had to produce a report for the group for the services provided by Amazon and some Microsoft PowerPoint slides for the group presentation.


Interpersonal Communication
Interpersonal communication is the practice by which people exchange information, feelings, and meaning through verbal and non-verbal messages. Interpersonal communication is not just about what is actually said but how it is said and the non-verbal messages sent through tone of voice, facial expressions, gestures and body language. (SkillsYouNeed.com)

For most of us in the group, English was our second language. We all spoke different languages as our first language, therefore our interpersonal communication skills had to be good to express and get our point across to our group members. We used different ways to communicate throughout our projects. 

Group meetings were held once a week at the campus. Individual members were communicating through mobile phones to get information and views. Whatsup mobile application was an effective tool where every member was included in the group chat and all information and documents were easily passed around. When required and transfer of bigger files we used our email access and online storage to transfers and edit files where multiple group members were working on a document. 


Learning Log 

· How did you work together? 
We worked to well to together as a group. We assigned a group leader early on and delegated the tasks to individuals.  We met up regularly and discussed the progress on the individual’s tasks.
· Who did what? 
Debbie – Group leader – Managing the group – preparing report and presentation
Shasna – Researching on Amazon and global effect of the company
Shakeeba – Researching and the Local effect of the company
Aklima – Services provided by Amazon
· What went well? 
We as a group communicated very well. We used different technologies to do this. Whatsup was an efficient tool for communication as every individual knew what was happening and dates for regular meetings.
· Did you meet often enough? 
We met up once a week and reported back with our findings, and updated the group. 
· Did you use Skype (or other online meeting platform?)
We used Zoom communications to perform online meetings, on some occasions where we were not able to meet up. This was an essential tool when we were practicing for our group presentation. 
· Did you have technical problems in meeting online? 
In the beginning we had trouble logging in creating accounts and all attending the same sessions. Eventually when we got started it was easy to work with this. Every session was limited to one hour free time, after this we had to log out and log back into a new session.
· What went wrong? 
Individuals daily life constraints were a factor considered. Time was essential in completing the tasks. 

· Did you discuss this with them as a group? 
We decided we will work to the best of our ability and give it as much time as possible, also individually if there were strugglers in the group the we will help the individual complete the tasks. 
· How did you divide the work between you? 
I believe the work was divided equally between the group members. Also the work was delegated according to the individual’s capability.
· What have you learned by doing this? 
Group work is very enjoyable and stressful at the same time. Every individual had to work under pressure around time to complete tasks so that everyone is working towards completing the project. The confidence from other individuals from the group given to me was exceptional, this help me build my self esteem to complete tasks and provide my reports on time. 
· How could it have been improved?
Time is an important factor in such projects. The constraints of home life and working on other projects were not helpful. If this was the only project we are able to give it maximum attention and tasks would have been completed to its full potential. 
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