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Time Management Plan.
Laying the Foundation (Goals).
A time management plan is a paramount aspect in everyone’s professional development. It helps one to remain fully focused on managing time. Good time management paves the way for better results at school and work, and it helps to withstand stress as well as live a fulfilling life when one is out of work (Dahm et al., 2015). From my perspective, my time management plan is complementary to my professional development plan (PDP), and booth strive to streamline my profession. 
I am ambitious to complete leadership and management training course by June 2019. I am planning to enroll leadership and management training course early 2019. Leadership and management skills are essential tools that keep every organization operative. To come up clear with this training, I will execute this anticipated goal within the stipulated time of six months. In this training period, I will purpose to gain competence in the basics of organizational leadership such as the delegation of duties, monitoring of employees, and communication.  Concerning management, I will strategize to amass knowledge concerning business operations through business planning, the hiring of employees and training, contract negotiation and how to oversee organizational processes while making the most appropriate change. I believe that the six months’ duration will be enough for my professional development. 
I am planning to acquire more knowledge about modern office communication tools in addition to marketing and customer relation before adopting new technology by April 2019. It has come to my attention that my business is featured with inferior communication, marketing, and customer relations tactics and this has motivated me to focus on change within the next fiscal year.  To accomplish this, I will venture deep in resourceful and highly oriented researches to amass the missing knowledge within the stipulated time.
I also have a goal to attend at least five training sessions on how to manage a team, and how to give and receive effective feedback to the team members by February 2019. Team managing is another interesting concept that I anticipate to gain competence in by the end the second month of 2019. Other than impacting my time management plan, the effort will be an added value to the knowledge of team members on how to give timely and effective feedback and this will facilitate taking control actions in the most appropriate time (Jo et al., 2015). I feel that these goals lay a firm foundation for effective time management plan. Just as Jo, Kim, & Yoon, (2015) argue, goal setting should be time bound and as such, goals form a very critical part of time management.
Self-Analysis.
Strengths.
I am well educated and through business related courses, I have gained a thorough understanding of business concepts. I am a good communicator with proficient English. I am a team worker and a good conflict solver. I am a big fan of knowledge, I am a quick learner, and hence I like extensive reading. I am always transparent and accountable for every activity I undertake.  I am goal oriented and opportunity seeker. 
Weaknesses.
I am not very competent in leadership and management. I tend to be skeptical when performing a task that I have never undertaken. I am easily distrusted by other factors in both internal and external environments. I tend to procrastinate and I am not very creative. 
Opportunities.
I have the potential to excel in business operation and management practices. I have a wide network of business-oriented friends who often insight and motivate my ambitions. I have the opportunity to increase education and career skills. I stand a chance to increase personal accomplishments. I can make a good manager and I anticipate achieving this by January 2021. 
Threats.
My core threat is people with better leadership and management skills than me. I am not a good leader. I have difficulties in managing time. I get reduced chances for professional training. Poor personality brand which limits my career marketability is also another threat to my excellence in business operations. I also have the fear of intimidation in leading changes.

Personal Style and Preferences Time Management System Design.
What’s working?
Having good leadership skill is one of the most promising practices in my professional journey (Stauffer & Brye, 2015). It has helped to maintain focus on amassing competent leadership management skills which I believe will be of great value to my future career. More importantly, good time management skills insights my ambition to attain my set goals. I tend to avoid all the potential inhibitors in the effort to meet the need for additional knowledge through learning. 
What’s not working?
I lack sufficient time to attend my off-job studies. This has been caused by a lack of emphasis and my ease of disruption which has led to the late accomplishment of jobs hence lacking adequate time for my off-job studies. I lack time for recreation, and this is making me overwhelmed leading to lack of adherence to some activities of my outlined professional development plan.
Your Time Management Preference.
In reflection to my professional ambitions, I have clearly sanctioned my time management inclinations which often define which activities to undertake and at what time. In addition to this, I tend to reinforce self-control in the effort ovoid disruptions that tend to obstruct me from accomplishing my activities as per my schedule.
Your energy cycles and sources.
In regards to my energy cycles, I have tried to maintain focus on what time and at what environment I can give the best output of the many tasks that I have. This strategy has proved to correspond with my personal goals through timely accomplishment. I have also relied on my knowledge from energy cycle workshop as the most promising resource in my endeavors. I believe in the power of physical activities as the best tools for utilizing my free time. In this setting, I tend to spend my free hours of the day at the gym.  
Strength and Design.
My ambition to access undisputed knowledge in business operations and management in relations with my big-picture goals has been faced with multiple influences on a daily basis. Arguably, influences often distract attention hence making it hard to accomplish the outlined professional goals (Stauffer & Brye, 2015).  From these influences, I have realized that lack of effective roadmap to crush these influence, I will end up accessing deteriorating competence from a professional perspective. As a result, I give priority to activities that directly correlate to the outlined goals in the effort to make a step towards actualization. For instance, my goal to complete a leadership and management training course by June 2019 has been challenged by a tight schedule. 
However, I have always focused on it as a compulsory goal. This emphasis gives the opportunity to realize my moving target persistently (Hellgren, 2014). It has also been challenging for me to maintain a good balance amid my professional goals and my family, friends and educational goals. Lack of balance has often limited my ability to acquire more knowledge about modern office communication tools and the opportunity to attend at least five training session by February 2019.  To address these challenges, I try to make a purpose of attending a training session wherever I get time. In addition to this, I tend to give more time to my professional goals. I have also made a slogan where personal and professional development goals come first. This slogan has set the pace for realizing my big-picture goals gradually and within the schedule. Whenever I get extra time, I try to pull up with any professional goal that I feel I have taken long to attain. More on this, I try to make a balance between my big-picture goals and the healthy life goal by getting some time for extra physical activities.
I try to give each of my professional goals a fixed time on a daily or weekly basis. This helps in moving forward to access the outlined goals (Hellgren, 2014). With my growing time management ability, I have been able to get organized by working as per my unchangeable timetable. 





TIME MAP
	Time
	Goal.
	Reminder.

	10th January- 10th June 2019
	Complete leadership and management training course

	Enroll.
Secure enough finances.

	7th January-28th February 2019
	Attend at least 5 training sessions on how to manage a team, and how to give and receive effective feedback to the team members 

	Liaise with leaders for training updates.
Make a follow-up.

	3rd January-21st April 2019
	Acquire more knowledge about modern office communication tools in addition to marketing and customer relation 

	Voluminous research.
Self-evaluation




Making it happen.
How will you use the tools you have identified to keep you balanced, hold yourself accountable to your plan, and monitor your productivity?
With my experience, I tend to show that failure to actuate outlined professional goals is actuating failure. In this setting, I remain very observant, and I persistently review my time map to ensure that I do the right thing at the right time. My ambition to become an expert in the business world helps me to utilize the available resources to unfold my professional goals and this is very core in goal actualization through the set time (Stauffer & Brye, 2015). This often keeps me on track to my outlined goals. I compliment my effort with self-evolution on a weekly basis as a follow up to determine how well I have gone with my professional goal and made a recommendation on which goal needs much emphasis.
How often will you review your progress?
As a goal seeker, I will review my progress on a daily basis. This allows me to make sure that I am not too far from a success. As a kind of review, I tend to make a list of what I have been able to achieve on a weekly basis and hence detecting areas that need perfection. As a leaner, I tend to acknowledge corrections from my team. I perceive it as a breakthrough towards perfection.
What alternative strategies will you put in place to manage risks, environmental factors, and/or psychological obstacles?
Currently, I have outlined a highly promising personal plan that will help me to keep in track for completion of my professional goals. Alternatively, I have drafted my personal brand which I am convicted I will be able to accomplish through my outlined professional plan. In essence, I treat my personal brand as my action plan and as a complementary to my professional goals.  In addition to this, I have allocated enough finances to cater for the cost of my professional goals. I have drafted friendly personal Time Management Plan to give enough time and energy to complete my workload and execute my professional goals. I tend to have strong correlations with my mentor who often keeps me motivated to aim higher. I also rely on my Personal Learning Network (PNL) to enhance interpersonal skills and understanding to the interactive internet network outlets which often sets the pace for adopting the technology.  I rely on cyber-supports to enrich my knowledge through in-depth researches.
Conclusion.
A time management plan is as a paramount aspect in one’s professional life (Kayaalp, 2014). Every business person must draft a plan for his time, focus and refocus, and have a thorough focus in light of the organization that is likely to impact on the set professional goals. One should make coordination of activities, alleviate obstructions and actuate the set goals. Proper allotment paves the way for goals accomplishment (Kayaalp, 2014). I anticipate acquiring growing professional competence in relation to my outlined professional goals
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