	
	
	



[image: ]


           Assignment 1: Time-management  



Name: Florin Ciprian Mihai
Student ID: 2247307
Module code: LCBB4006
Module name: Academic Skills 
Lecturer: Dr Lizeta Demetriou
Word count: 1257
Submission date: 5th August 2023









Table of Contents

Introduction	3
Summary of Chapter 6	3
Importance of Time-management skill	4
Time-management techniques	5
Conclusion	6
REFERENCES	7
Appendix	8














[bookmark: _Toc141437039]Introduction 

This report is written to summarize and discuss basic concepts and key information related to how important for students to develop excellent time-management skills in order to fulfil their maximum learning potential and to meet the pre-agreed learning objectives. According to Cottrell (2019), effective time-management skills are vital to succeed at both professional and educational settings and there are 10 steps that can help to enhance the maximum efficiency of time-management.  In the follow, Chapter 6 of The Study Skills Handbook written by Stella Cottrell (2019) will be summarized and critically discussed. 
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According to Cottrell (2019), students are responsible to organize their study-time for themselves, particularly as not the whole academic year is timetabled formally. Organizing and managing study time, especially when other commitments such as family, work, personal interests may also demand our times can be often challenging. During the terms, students need to be able to meet variety of deadlines by which multiple assessments and tasks have to be completed in order to pass the modules. Therefore, it is not unusual to feel being under pressure. Students’ stress can be significantly reduced if they develop effective time-awareness and time-management skills. 
The 6th chapter of the study skills handbook gives a detailed explanation of why time-management skill matters, provides strategies and multiple time-management techniques for students on how to organize their time better. For example, to do list, checklist, diary keeping, priority organiser, planner and more. Additionally, there are 10 time-saving strategies are also given alongside useful tips on how to manage procrastination and avoid distraction. 
The book, and especially the 6th chapter is extremely useful for students to develop and strengthen their time-management skills, as due to the practical examples and activities, and the interactivity level of the book to a high extent, the students are encouraged to put the theories into practice and immediately gain hands-on experience.  
In the follow, the importance of time-management skills and the effective time-management strategies will be discussed, followed by my own time-management skill’s evaluation. 

[bookmark: _Toc141437041]Importance of Time-management skill 

Cottrell (2019) defined time-management as a process of dividing between and allocating the time to different tasks and activities. According to McMillan& Weyers (2012), time-management skill is an individual’s ability to effectively organize and plan the time spent on diverse activities. Langan (2013), stated that it is not uncommon to feel our time is under pressure as a matter of wasting time on unimportant activities instead of urgent and important tasks. Therefore, it is essential to develop time-awareness skills, too, in order to ensure meeting the deadlines, and achieve the maximum efficiency of planning and organizing how much time is spent on the different tasks. 
Cottrell (2019) explained that time-management plays crucial role for students in order to achieve success. The likeness of a student successfully achieves the learning objectives or not is strongly impacted by a mixture of factors that are time-related. These factors are the amount of time the student spends in study and the efficiency of using that particular time. Robbins (2023) argued that spending less time on reading about the subject and the different tasks will results in higher achievement. According to Cottrell (2019), to successfully prepare for exams and write high quality assignments it is important to spend appropriate amount of time on reading and thinking about the subject. Therefore, it is important to manage the time effectively and be able to spend more time in study because then the likeliness of achieving well is higher. However, it is also important to ensure that we have appropriate time to spend on basic needs, such as relaxing, sleeping, eating, family and socializing. 
Having the ability to be in charge of our time and meeting the deadlines significantly increases the confidence level and mental well-being. (Stemmle, 2019)  Not forgetting and missing out on things is a skill that can be learned. Reflecting on our experiences regardless if it is negative or positive can enable us to achieve further development. Therefore, even if we fail to manage our time appropriately and miss out on a deadline, we should take time to reflect and realize where we went wrong, so the risks of making the same mistake again will be reduced. (Bassot, 2020)

[bookmark: _Toc141437042]Time-management techniques

According to Oliver (2012), to succeed academically, it is crucial to pursue the relevant topics in more depth which results in higher expertise in the area which increases the likeness of the work to stand out. In this sense, developing theoretical knowledge of time-management strategies ultimately develops our time-management skills. 
[bookmark: _GoBack]There are variety of time-management techniques that can be utilized to achieve a healthy work/study-life balance. It is equally important to succeed at work, spend time with family, leisure and to submit assignments on time. (Stemmle, 2019) To develop effective time-management skills, the key is to be systematic, identifying own time requirements, clarifying and deciding on how the time should be spent, prioritizing, planning and avoiding procrastination and distractions. Furthermore, applying time-management techniques and monitoring the progress. (Cottrell, 2019) 
Techniques:
1. Time circle: (see appendix 1) using 2 charts: on the first one we chart the intentions of spending the time and logging in how the time was actually spent on the second chart. Comparing the 2 charts enable us to reflect on where we went wrong. By reflecting on experiences, we can come up with a plan and strategy to improve. (Bassot, 2020). 
2. Priority organiser: when the available time is limited, it is helpful to utilize the priority-setting checklist. First, a full to-do-list should be written, followed by highlighting the essential tasks, identifying whether the tasks are urgent or important. Then we need to number and put the tasks in to order and enter them into a calendar/time-table. (Cottrell, 2019). Prioritising the tasks by urgency, importancy and put them into a logical order can enable us to manage our time better and monitor our progress. (Skillsyouneed.com, 2023)
3. Diary-keeping: It is equally invaluable to use planner/diary at both academic and professional settings. (Robbins, 2023) A complete record of the tasks in a diary regardless it is digital or a hard-copy, can be very effective. I personally use 2 google calendars, one for work and one for studies combined with personal life. Google calendar/agenda has plenty in-built useful features. We can set reminders, use colour codes, add notes and details. By having all tasks on the diary and setting reminders increases our ability to keep track of time and meet the deadlines. 
4. To-do-list: also known as checklist. It is simple, but is an effective way of keeping track of whatever needs to be done. Once a task is completed, we can tick it and move onto the next one. 
There are plenty other effective time-management techniques that can be utilized. (SkillsYouNeed.com,2023) According to Mayzler and Mcgann (2010), to ensure excellent ability of managing time, it is suggested to combine variety of time-management tools and develop time-saving strategies, too. For example, during lectures making notes, when reading, using smart reading strategies, avoid duplicating effort etc. (Cottrell, 2019)
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There are numerous core skills that are important to develop in order to succeed at any aspect of life. For example: time-management. Having the ability to organize ourselves does not only enable us to meet the deadlines and succeed, but it also increases our confidence level and reduces anxiety of failure. Whilst it is crucial to spend time on study, it is also equally important to maintain a healthy balance between work-study- and family. To ensure the correct balance, there are variety of time-management techniques can be learnt and utilized. Combining time-management tools are the keys to succeed. 
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Appendix 1:Time Circle: How I want to use my time
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