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INTRODUCTION- Time management is the one of the most important skills because it helps us to maintain a control on our life. Management of time is a key to get success in life. This report will discuss about How to manage time by using certain methods and how this skill will be helpful in future?

SUMMARY OF THE BOOK-

According to Cottrell (2019), organisation of time in a student life is very important in order to get success in life. In his book, he says that as a student, we have a lot of things to do such as study, family, social life, travelling, some personal things and other basic things of our daily lives. It could be challenging as we must have to manage all the things. He also mentioned some tactics and methods that helps to the students how much time they spend on their studies, how to utilize it, how to save more time in order to do other things that they really want to do. Moreover, he gives the information about why organisation of time is matter in our life. Our success will be dependent on two aspects. First, how much time we spend on study and second one is how we utilise that time appropriately because we also have a personal life. We also must have to cope with it. In his chapter, he provides an effective step of organising a time which will help the students to improve the time management skill in the future. In order to manage the time, you can make a chart and make notes which will help you to organise the things. For example, when we are going to make a necessary assignment, first we must have to check that how much this work is crucial and how much time it will take. Then, we must create an environment and focus on it and try to finish it on time. Another fact is that, when we are going to do study online, there are plenty of distractions, we should have to be aware about that. After finishing work, we can watch the videos or play games. Sometimes, when we are going to do study, there are lots of thoughts in our mind and we can not focus on the study properly. So, this is totally waste of time. Before doing study, always priorities the thing what you are going to do first? and then, set deadlines for that work. Furthermore, if you could not focus on your study, then take a break and sort out all the puzzles that are in your mind. After a good break you will be more focused and attentive towards your study. So, this is the summary of the book.

EVALUATION:
Cottrell (2019), organisation of time in an effective way is really important because you can save your time for other projects that you really want to do in your life. In his book, he provides an effective ways of time management in order to improve this skill.
1.Be systematic- You must have to be systematic in your life. First, you must have to think about the organisation of time and then make plans according to your work. Think about how you can utilize your time efficiently? (Cottrell,2019)
2. Plan-Make a good plan for your work and think about how much time this work will consume. For example, whenever I supposed to do study, first, I set up my mind and then I think about that how much time this chapter or book will consume and then I decide my deadlines for my work. I usually prefer to set alarm that reminds me I have only few hours or minutes to complete this task.
3.Priortizing-Always prioritize things which are crucial for you. As, we have a lot of things to do in our daily life, but we must have to give priority to the tasks that is more important for us. Decide what are you going to do in your day? For instance, Cottrell (2019), said in his book, give priority to the important tasks and highlight them. Another aspect is that, make an order what you prefer to do first whether you want to finish your easy tasks first or difficult ones?
4. Manage distractions-we all have distractions in our surroundings specially when we are going to do something essential. To exemplify the above point, when I am going to do study, I always set deadlines for myself but whenever I saw any notification on my phone. I have started scrolling on my phone and wasting my study time. Then, in order to focus on my study, I take a small break of 15 minutes. Text messages, calls and the games that all are distractions. We must have to be concerned from that interruptions and just focus on our important work. 
5. Apply valuable techniques of time management- While managing a time, you can use certain strategies to follow the time that you set up for your goals. You can use diary, make notes on paper, set alarms and reminders on your phone, make a chart. You can mention your daily deeds on the chart and follow it then, you can easily organise a time and maintain a control on your life. You can save your time by managing the time and you can utilize it on your other crucial work. (Cottrell,2019) 
 HELPFUL IN FUTURE: -
 Management of time will definitely be helpful in future. If we will learn how to save time by doing work productively, we can easily achieve our goals. So, when you make a schedule of your work that you will finish it in a few hours then you can save time for other things. You will become more punctual and disciplined person in your life. You just have to eliminate the interruptions and focus on your goals. As a result, life become more easier, because we have a plenty of things to do. We need a leisure time for enjoyment. We have a family. We will undoubtedly need a time to spend some time with our family. These all things are included in our daily lives. We just have to manage it effectively. Life is not easy but by managing time appropriately can make life easier. Time Management skill is the most important skill. So, we should have to learn this skill because we need to develop this skill in order to achieve the goals that we have decided in our life.(Cottrell,2019)

CONCLUSION: Management of time is important for the productivity of the work. As I mentioned above in the report, you need to develop this skill in order to achieve goals. You just have to be focused on your goals. By using certain strategies such as make decisions, be systematic, prioritize things that you really want to do in your life, manage distractions and by using different methods like make notes on paper, set alarms and reminders, mark deadlines for yourself. Hence, by using these techniques, you can easily improve organisation of time. Management of time skill is helpful in future. When, you will do the whole tasks according to the schedule that you set up for yourself, you will save the time foe the other work that you really want to do. So, we all have to develop this skill in our life in order to get success.
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