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Introduction 
The report reflects on my understanding of last term and how I can improve my skills and implement it in the future at my work placement. While writing this report I used some of the skills that I developed. Furthermore, the problems that I faced to write this report, I used my reflective practice and evaluation techniques to overcome this problem. Reflecting is an important part of any form of study, it helps you develop your own personal skills. By reflecting we gain greater understanding of ourselves and how we learn. We can identify our strengths and weaknesses and be aware of the knowledge and skills we have developed. In my workplace I will utilise my reflective learning by thinking about what I did, how I did it and what had happened and how I would change it in the future for better results. Reflective practice requires a conscious effort to think about things, we can share reflective activities for better learning. It also helps us to explore theories and to apply them to our experiences in a more structured way it helps us find solution to problems. In this essay I will reflect using Gibbs theory I learnt in class to demonstrate how I managed my time and also reflect on how communication is crucial to effective time management.
Reflecting  
We were taught about the ability to manage time. We watched a few videos on YouTube and did some activities on how to manage our time constructively. We looked at different forms of communication, team management & google scholar.
We did activities about ourselves where we had to answer questions using rarely, often, sometimes & very often to understand a bit about ourselves. From this questionnaire I identified I had good leadership skills. We explored other transferable skills we have and how we can develop and improve further. 
After learning about Time management, I implemented the skills I gained in my everyday life. I planned and prioritised ahead and picked out the important things that needs to be done. First, I planned a structure of my day and I was organised. Usually I am late as I can’t prioritise. However, these skills have helped me mange my time better. 
After learning about communication skills, I started to implement changes to the way I communicate. I now listen better and use body language. I have gained confidence on how to approach people in different ways. I am aware of the various types of communication e.g. written and verbal, nonverbal, visual communication etc. 
Team management skills has enabled me to work with people in my team, manage a team as a team leader and how to approach and understand them. 
We talked about basic skills such as reading, writing, speaking and listening, thinking skills analysing decision making problem solving and critical thinking. We were taught how to do citation and referencing paraphrasing and summary. Referencing and citation is when we go to a website or book and copy someone elses work for our assignment we then need to reference it 

Presentation
This term I performed a presentation in front of the class. We presented three achievements of our life. I listened and watched my peers as well as thinking about what I could say. Me and my classmate decided to present together as it would be less daunting as I am not confident in public. However, as the presentation went on, I felt much more confident. I was making eye contact and using facial expressions and hand gestures. I used humour to make everyone engaged. The lecturer was overwhelmed with our performance as the class enjoyed our presentation. The feedback I received was positive. This was the first time I did a presentation, but I realised once we plan what we aim to deliver the rest just comes naturally. Once I thought in my head what three achievement I was going to discuss, the rest of the presentation just flowed, and I overcame my nerves quite easily, I realised Time management including planning & organising as well as effective communication is crucial, with a bit of practice I could have taken this presentation to a different level i.e. included presentation slides, discussions, group activities etc. 
Time management & Effective communication 
What I have learnt is that we cannot manage time itself, however we can manage how we use our time to make us more productive, both in our professional and personal lives. This is key for a number of reasons:
· It helps us to prioritise our commitments
· It helps us to keep you focussed on each task
· It gives us a true understanding of the tasks
When you have your to do list ready, you can start to set your goals and objectives in relation to what you hope to achieve first, and in what time scale. By prioritising each action, this will give you a clearer starting point. Priorities change and things can be moved around to reflect this. Priorities may change when other actions are achieved. 
Using calendars and diaries can also assist with  time management, which I tend to do quite often, this helps me to block off time to achieve what I intended to do. i.e. complete assignment, go to dentist appointment, etc. One of my weakness I get distracted easily and it is so important to remove any distractions that one might have when trying to keep timing. I have realised when I am distracted it only increases my work load as I am not concentrating and not completing task properly. 
From my learning, I have realised that having excellent communication skills plays an important part for effective time management. It is important to have excellent communication skills in the workplace because this helps with time management and efficiency. The ability to communicate well keep the staff more focused on meeting deadlines. In so doing, they will be able to manage their time in an effective manner. Also, in personal life, if you don’t give clear instructions to family members things may not get done accordingly, or there will be arguments, misunderstanding leading to waste of time as the initial task had not got done. 
Ineffective communication leads to time wasting. For example, in our work setting the employee may misread the managers intentions and, in the worst case, do the opposite of what is expected of him/her.
Hence it is important in professional and personal setting to always dedicate a little while (or maybe, a bigger while) to make sure that everyone understands the instructions. This way, one will avoid unnecessary misunderstandings and minimalize the chances of the workflow being disrupted. Keep in mind a few simple things: 

· [bookmark: _GoBack]First of all, make sure that you understand what others expect of you. If the instructions are even slightly unclear, do not be afraid to ask again. Better safe than sorry!
· When the case has the highest priority, you have to obtain a written confirmation. For example, if you are planning an important meeting, send an email to those that you are planning to meet with in order to receive a confirmation of their presence. Similar to when you are organising events/birthday parties etc always send confirmation of date, time venue to guests, include RSVPs, when ordering from external providers get confirmation, receipts, read terms and conditions etc. 
· The other way around – if you are the one who got invited to the meeting, at least a day before it sends an email confirming your arrival.
· You are responsible for your way of communication! If the task you commissioned has been done wrong, you are probably the one to be blamed. Give clear instructions!
 
Below I have provided an example using the Gibbs Diagram taught in class, of how I managed my time by planning prioritising, working as a team, demonstrating effective communication in order to complete my essay and at the same time organise my daughter’s birthday party. I have also including what I have learnt from my personal experience and how I can improve. 
The Gibbs Theory 
Description 
I have several outstanding assignments left that need to be submitted before the end of term. Being a full-time mother, I have other commitments, for example I am organising a ‘baby shark’ themed 1st birthday party for my daughter. To ensure everything is done I prioritised and planned ahead and gave myself enough time to complete my essay before I went on to the next task. Sometimes being a full-time mother and a student can be very challenging as your constantly working against the time and under pressure. However, with a little bit of planning, managing time, organising, delegating and prioritising, it is amazing how so much can be achieved.
In order to complete the assignments, I gave myself a deadline before the actual deadline, which allowed me to have enough time re read, and make amendments to my assignments. 
Feelings
During the period of completing my assignment, maintaining my household, cooking, cleaning, attending family weddings as well as organising my daughter’s birthday, it was all quite overwhelming. I felt I was constantly under pressure. One chore finishes and then I have to start another. The challenges I had to face was unbearable. When I sat down to do my assignments, I felt so emotional, all my time and effort I was spending felt as though it was not enough, I found it hard to remember things I would sit at night till 3-4am trying to do as much as I can. I have given myself a deadline before the actual submission and I am constantly thinking about it I would not be able to relax until I complete these assignments.
Evaluation  
Overall, the week was very overwhelming and emotionally draining. There were so many tasks that needed to be done and all had their own deadlines. It did get very challenging when I realised, I had no contingency plan, or when things were out of my hands. On my own I felt managing was very stressful. I arranged a family meeting and delegated tasks to everyone who took responsibility and did all the necessary things for the party and this enabled us to work together as a team and host a brilliant party. 
They also looked after the children while I had time to concentrate on my assignments. I felt so much at ease. From my experience I realised we need to have a contingency plan, if something doesn’t go according to plan, then there is always plan B. 

Analysis  
Time management is crucial; we need to be able to manage time effectively in order to get things done on time. This requires a lot of skills such as prioritising, delegation, decision-making, goal setting, multitasking, problem solving, strategic thinking, scheduling, managing appointments, record keeping, organisation, meeting deadlines, self-awareness, stress management and coping, strategic planning, effective teamwork, assessment and evaluation and resource management etc. 

Conclusion  
Looking back I can say that although I did plan ahead and gave myself deadlines, there were days unexpected things happened that delayed me. My daughters party delayed me which had an impact on my schedule. The numerous amounts of tasks interrupted my planning therefore there were times I had to change tasks that were once not a priority but had to become a priority in order to maintain smooth running of everything. I have realised even if you don’t document a risk assessment it is crucial to do a mental risk assessment and have a contingency plan ready. Also having a good, reliable workforce (in this case my family members) is crucial to smooth running of business. 

Action Plan  
In future, if I am planning an event on a large scale, I will ensure it does not clash with other events as planning and organising can be very stressful and overwhelming. Effective Communication is crucial – I didn’t tell my family members that I was finding everything so overwhelming, doing my assignments and organising a party – had I told them beforehand I would have had the support from the beginning. Next time I will communicate with my team, and delegate tasks so I meet my deadlines on time being stress free. 



Conclusion

In this assignment I reflected on the things I was taught last term and this term in my academic and employability skills classes. I wrote about my first presentation and how well it went and how I felt. I learnt about time management and effective communication and I implemented these skills. I used the gibbs circle theory to write about my daughter’s birthday party that I arranged and all the skills I implemented.
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