


                                              Individual Reflection 
Recently, I have been learning and trying to polish an extremely important skill – time management. This very skill allows us to be more productive and efficient in our day-to-day tasks and activities as well as helping one accomplish long term goals. When I embarked on the course, I did not have the ability to effectively manage my time in a manner that would get the most of my daily tasks. Thankfully, the class taught me how to better organize and prioritize activities to yield positive results. I quickly discovered that having established goals with set timelines and achievable expectations can lead to more meaningful outcomes if managed judiciously. The blend of class work and assignments honed both my skills in time management as well as critical thinking and outcome analysis. From this course, I learned strategies for managing workloads, taking action towards achieving targets, and proper forecasting which enabled me to become an effective manager of my own time. Throughout this course, I reflected on what it means to manage one's time effectively and efficiently. I identified that it involves setting realistic goals and prioritizing tasks in order of importance and the degree of urgency in which they were required to be done. This in the future, would enable me to achieve greater productivity while avoiding procrastination and unwanted stress.
Learning something new can be daunting as there is always a risk of failure if sufficient effort or practice is not put into the task. On one hand, I was getting overwhelmed and doubting myself a little while on the other hand, I saw this as an opportunity to better organize myself and use my time wisely. I also realized that polishing this skill was essentially important to me, compared to others, because time management is usually the pivot around which the successes of an individual or his team revolve, and I knew it was my weakness. At first, I felt overwhelmed and I lost track thinking that maybe I'll never be able to divide and manage my time effectively for varied tasks. But I quickly realized that it was possible if I set realistic goals, established a routine, and prioritized tasks according to their importance. But gradually, I gave myself my own deadlines and followed a strict routine to not leave things pending till the deadlines. I also made sure to save ample time for myself and my loved ones, so that I did not feel overly stressed or exhausted when it came to dealing with work-related tasks. 
After some research online and discussion with peers, I thought that my progress so far had been satisfactory though there was still plenty more room for improvement. Throughout the course, I made a list of my mistakes and worked through those. During this, I found out that I could not categorize tasks effectively into whichever was important or urgent.  One such incident was that I had multiple assignments to finish in my college, so I ended up doing the two longest while narrowly missing the deadline on the one which was short but had more graded value. Thus I did not manage my time well according to the importance of the task and rather focused more on the urgency of things. In this regard, I decided to take up more research and was determined to find a way to effectively categorize these tasks. Upon looking up certain studies, I found out that there is an existing theory, with an extremely smart and efficacious way of division of tasks, according to their urgency and importance, known as the "Eisenhower Matrix"(Bratterud et al., 2020).
I thought about what could be done differently or improved upon within my current strategy for learning time management skills. The Eisenhower Matrix, also referred to as an Urgent-Important Matrix, is a tool developed by Dwight D. Eisenhower to help prioritize tasks based on their urgency and importance. The matrix divides tasks into four basic quadrants, ranging from urgent and important tasks (Quadrant 1) to those that are not urgent or important (Quadrant 4). The purpose of the Eisenhower Matrix is to enable individuals to identify and focus on the most important activities while minimizing time spent on less significant tasks. This can be done by breaking down each activity into its own categories(Tool, 2019). In this way, users can more easily determine which tasks they should focus on first and which can wait until later. By this method, I could evaluate my list of tasks, and could easily assess which items were to be tackled first and which ones could be delayed to a later time or stage. All that was to be judged was the priority of it. Looking back, I can safely say that the Eisenhower Matrix was an extremely useful tool for me in effectively managing my time and improving my efficiency. 

One key area was taking ample breaks during work or study sessions; this would ensure that concentration levels remain high rather than diminishing over time due to fatigue or boredom. Another point for consideration was completing tasks earlier so that there is less pressure when meeting deadlines near the end of a project or assignment. To do this , I had to overcome my habit of procrastinating. Towards the end of this course,  I was able to reach a final decision regarding what works best for me when managing my own time efficiently; this involved becoming more aware of how long certain tasks take up as well as breaking down major projects into smaller chunks so as not to become overwhelmed by them all at once(Forsyth, 2013). Finally, at the action plan stage, I mapped out a clear plan for integrating these changes into my routine so that they become habits that can be sustained over time.
Overall it has been an interesting journey so far in learning how to manage my own time effectively; while challenges still exist such as dealing with unexpected events or having difficulty saying no when requests are made from others , overall I feel more confident and organized after having implemented the ideas mentioned above into my existing strategy for managing my own personal resources efficiently. Over time, as I applied these principles consistently in my day-to-day activities and chores, I started to see some positive results. For instance, I noticed an increase in my productivity. By developing and increasing my time management skills, not only have I improved academically but also in other walks of life. I am now able to focus on the things that truly matter and feel much more confident in my ability to tackle and complete tasks in a timely manner. And so I would recommend anyone who is struggling with time management issues to consider giving the Eisenhower Matrix or similar tools a try – the results may be surprising. With continued practice and refinement of these skills over the coming months, hopefully, I will see even better results in terms of productivity.
To further improve my time management skills from this course, I will create an action plan that will help me stay on track and organize my tasks more efficiently. I will start by finding a system or tool that works best for me. This could be an online task manager like Trello or simply a to-do list written down in a notebook. I will use this system to clearly define the tasks I need to complete and set up achievable goals with deadlines, so that I can track my progress. Additionally, I will also use it to prioritize individual tasks based on their importance and urgency. To ensure that the schedule is followed, I will set aside some accountability days throughout the week where I can review my progress, catch up on missed tasks and realign myself with my goals. Lastly, I will create a reward system for myself so that every time I achieve one of my goals or finish a task, there is something positive waiting for me. This way, I can motivate myself throughout the process and make sure that everything gets done in time.
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