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[bookmark: _Toc130222093]Introduction
Skills play an important role within any sector as it helps improve dexterity, increase competitive advantage as well as lead to career succession. Based on the opinion of Patacsil, and Tablatin (2017 p. 347-368), the development of the right soft skills caters for developing positive outcomes for an individual as these skills can be transferable from one sector to another. When conjectured in this particular case, a detailed self-reflective study will be conducted which will focus on discussing the various techniques I can undertake to develop time management skills.  The report will focus on presenting a detailed summary of an article and address the various techniques I can undertake to improve and develop this particular skill. 
[bookmark: _Toc130222094]A particular skill which is useful 
As mentioned earlier, skills play an important role for any individual towards succeeding in life. When reflecting on my case, one particular skill which I would like to develop is time management skills (Huda et al. 2017). The particular reasons which have motivated me to develop this particular skill are that I lack work productivity and in many cases, I am not able to maintain a work-life balance which impacts my health. Apart from that, in many instances, I fail in meeting and maintain important deadlines which on an overall aspect will impact my academic results and impact my chances of succeeding in the future.   
[bookmark: _Toc130222095]Summary of the skill discussed in the article 
To develop this particular skill, firstly it is important to gain a detailed understanding of this skill which on an overall aspect will help in improving my learning and understandability criteria as a whole. To gain a detailed understanding, I went through The Study Skills Handbook, an article presented by Stella Cotterell. A detailed summary gained from reading the article is presented, Based on the article presented by Cottrell (2019), it has discussed the importance of time management skills as a whole and the overall impact it caters within the study as well. The article has highlighted the benefits of time management which can be seen as helping in improving day-to-day living, increasing quick succession rate, helping manage deadlines as well as helping in organising the overall life as a whole. The article has mainly focused on discussing some of the key importance of time management for students as after helping in managing academic careers it also helps in maintaining a social life. The article has further discussed some of the key steps to maintain time management like being systematic, and clear, prioritising the important task at hand as well as monitoring the daily schedule (Cottrell, 2019). 
The author has carefully addressed how long an individual should study to gain academic excellence as well, which will also help in developing other skills and expertise and help in maintaining a social lifestyle as well. One of the key attributes presented by this article can be seen as the development and maintenance of priority organisers and the timetable for effectively developing this particular skill. Apart from this, the article discusses that students should focus on maintaining effective planning and diary-keeping habits which on an overall aspect helps in handling deadlines. The article has also addressed that students planning to develop this particular skill should take their diary or timetable planner in every situation thus helping in keeping on track with the required task as well as help in writing and redrafting other important plans (Cottrell, 2019). The article presented (Cottrell, 2019), has also addressed key time-saving strategies an individual as a student can follow to develop this particular skill. It further discussed the overall mental preparation in studying in the right environment, "stealth study" and other necessary techniques to start studying. The last key beneficial learning which can be gained from the article is regarding monitoring and keeping a thorough track of the daily activities to develop this particular skill.
Thus, on a self-evaluative analysis, by going through this particular article I have learned both the importance and the right techniques which an individual like me can undertake to develop this particular skill. Thus, with the key learnings gained by reading this article, I can focus on improving my academic performance, gaining and developing new skills, developing personal well-being as well as effectively maintaining work-life balance as a whole (Alvarez Sainz, Ferrero and Ugidos, 2019 p. 635-648). Hence, for academic as well as professional success the development of this skill is extremely important.  
[bookmark: _Toc130222096]Analyse how to improve your skills - either now or in the future
Thus, when reflecting on my case, to increase my chances of succeeding in my academic career I plan to develop this skill now. Apart from that, due to the increasingly competitive business environment taking place, the faster I develop this particular skill it will lead to a beneficial outcome for me. Therefore, I wish to develop this skill within 1 year and the needed activities I will do maintain to develop this particular skill are as follows:
	Desired skill
	Needed activity and resources
	Success Outcome
	Time frame

	






Developing time management skills
	Maintaining and following a daily routine activity
	Doing this particular activity will help in developing a thorough focus and help me prioritise the daily tasks thus helping me to manage time effectively. Apart from that, maintaining a daily schedule will further help in overcoming deadlines and help me in remaining motivated and focused (Succi and Canovi, 2020 p. 1834-1847). 
	5 to 6 months

	
	Setting goals
	I will maintain a diary where I will write about the new skills or subject matter expertise I wish to learn within a specific time frame (in months). Conducting this particular activity will help me effectively avoid the scope of interfacing overlapping tasks (Leong and Ahmadi, 2017). 
	5 to 7 months

	
	Conducting yoga and exercise
	Another key activity I would like to include in my lifestyle to develop time management skills within a short time is practising yoga and exercises. Doing all these physical workouts and exercises will foster discipline within me which will help me in remaining focused and developing this particular skill (Chernyshenko, Kankaraš and Drasgow, 2018). 
	3 to 8 months

	
	Taking occasional breaks
	To develop this particular skill, I will undertake occasional and short breaks as it will increase my chances of adaptability a lot faster as I wish to permanently develop this skill without any form of unexpected change. 
	6 to 7 months


Table 1: Activities to develop time management skills
(Source: Created by the learner)
[bookmark: _Toc130222097]Evaluate what you have learnt from this source
From thoroughly reading the article all I can say is that I have learned various key pointers to learn and develop this particular skill as a whole. Implementing slow yet steady changes as well as maintaining effective practices like maintaining a diary and daily timetable foster creating a pathway for easily developing this particular skill (Broadbent, 2017 p. 24-32). Furthermore, I have also learned that any individual needs to prioritise the current or most important task at hand thus helping in missing deadlines. 
[bookmark: _Toc130222098]Conclusion 
The report conducted on the allocated topic discussed the importance of skills in the current day age. The study mainly focused on presenting a detailed self-reflective analysis regarding the various activities an individual is needed to conduct to develop time management skills. The study discussed the importance of this particular skill in both academic and career life. The report discussed and presented a summative assessment of an article which discussed the tactics one can undertake to develop time management skills. The study further presented a brief development plan to improve and develop time management skills. Thus, the study addressed the necessary areas to reach a justifiable understanding. 

[bookmark: _Toc130222099]References 
Alvarez Sainz, M., Ferrero, A. M., and Ugidos, A. (2019). Time management: skills to learn and put into practice. Education+ Training, 61(5), 635-648.
Broadbent, J. (2017). Comparing online and blended learner's self-regulated learning strategies and academic performance. The Internet and Higher Education, 33, 24-32.
Chernyshenko, O. S., Kankaraš, M., and Drasgow, F. (2018). Social and emotional skills for student success and well-being: Conceptual framework for the OECD study on social and emotional skills.
Cottrell, S. (2019) The Study Skills Handbook, 5th Ed. London: Red Globe Press
Huda, M., Maseleno, A., Shahrill, M., Jasmi, K. A., Mustari, I., and Basiron, B. (2017). Exploring adaptive teaching competencies in big data era. International Journal of Emerging Technologies in Learning, 12(3).
Leong, L. M., and Ahmadi, S. M. (2017). An analysis of factors influencing learners’ English speaking skill.
Patacsil, F. F., and Tablatin, C. L. S. (2017). Exploring the importance of soft and hard skills as perceived by IT internship students and industry: A gap analysis. Journal of Technology and Science education, 7(3), 347-368.
Succi, C., and Canovi, M. (2020). Soft skills to enhance graduate employability: comparing students and employers’ perceptions. Studies in higher education, 45(9), 1834-1847.



1
image1.png
B Prifysgol Cymru
» Y Drindod Dewl Sant
y University of Wales
Trinity Saint David




