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Gibbs, (1988) will be used for the purpose of this reflection.
Description.
I began a new online course for skills in the workplace this course was carried out over two days a week, I decided that I would dedicate a separate two days during the week to research and begin assignments. I quickly realised that this was not going to work due family commitments, lack of computer skills and that I am trying to start a mobile caravan engineering business covering all South and West Wales meaning I was not able to begin research or any assignments straight away, this then left me panicking and worrying that I would not be able to complete them on time.

Feelings.
When applying for the course and awaiting acceptance I was sure that I could manage the time as I had planned and that my previous computing skills from school would be enough, after beginning the course and having several lectures online I was starting to feel anxious and slightly worried that it was maybe too much work and that my inexperienced computing skills were non existent and I would have to try and learn the basics again.
 My caravan business was starting to get a little busy due to lockdown restrictions being eased and now caravan parks were opening I started to get overwhelmed by how much work I had taken on. We then began to return to blended lectures at Swansea university of Wales trinity saint David campus and I got to meet other students in person and during these lectures I started to notice that some of the other students were feeling the same. This allowed me to relax a little and then motivated me to begin research and get on with my assignments.

Evaluation.
Now that I have had some time to start learning and practise using the basic computer skills again and adjust my everyday lifestyle to include dedicating certain days and times for research and to complete my assignments. These skills are also helping in regard to running my business more effectively and professionally I can slowly see things coming together and can reflect on this for any future work I have. 

Analysis.
I have carried out some research about better ways of managing my time and organising myself in a more productive way allowing me to schedule time to complete any university work around my business. 
Jake butler (2020) explains that the use of a diary with important dates not only scheduled but also including a pre warning with a heads up about those up-and-coming key dates is a particularly effective way to begin and maintain an organised routine and will avoid any last-minute errors. He also states that creating a daily to do list can help make a lot of work be sectioned into smaller challenges over a longer period of time. With a basic understanding of how to utilise a diary correctly any opportunity for work related stress will be eliminated.
I researched a lot about learning basic computer skills as well as learning to use Moodle, uwtsd hwb and Turnitin. I found a video uploaded by shared health (2016) was particularly useful for basic skills but not very useful for learning about Moodle or any of the university's online resources.

Conclusions.
I think this experience has been daunting but a lot has been learned in all areas spoken about especially my time keeping and organising, reading Jake butler (2020) really helped me with learning how to utilise a diary correctly and effectively. I can see this not only helping now with my studies and running my business but also ongoing in the future with my general day to day life, checking and adding any events to my diary has become a daily routine.
Watching shared health (2016) YouTube tutorial on basic computer skills has really boosted my confidence and given me a relatively good understanding of the basics and practise using these have made it easier to understand my way around a computer again. I should have watched this video as soon as I got accepted on the course and prepared more. If I had these basic skills coming into the course it would have been a lot less stressful for the first few weeks. Going forward I really need to practise these skills more and expand on them as much as possible.

Action plan.
Next time I take on anything like this alongside trying to start and run my business I will be sure to prepare myself a lot more by researching anything I think is relative and watching tutorials if there are any available. These tutorial type videos really assist with basic skills for computers which was very helpful when beginning the course and I will be making sure to keep practising and using these skills on a daily basis not only in work but also at home to build on my experience, I will also start watching more in-depth computer training/guidance tutorials and trying to build on my computer knowledge as much as possible. 
Using my diary for all major events, keeping notes and giving myself early reminders for important dates is hugely boosting my confidence, attitude and productivity. Checking adding notes and key dates my diary daily and making it a routine is making sure I keep on top of not only my university work but it has also made my business run smoother, more professional and productive.
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