                  Time – Management Report 


Introduction: 

[bookmark: _Int_M08T8784][bookmark: _Int_KS4ucVas]Time management is known as the process of planning and taking control over the time you spend on your tasks, for example, time spent on your screen time or helping with staying productive. Effective time management could be used both for personal help or in a professional setting, both meaning to tackle as many tasks as possible, reduce stress, conquer goals efficiently and manage your daily tasks in an organised manner. Time management is an especially important skill for students to have, as it encourages them to balance out their time in academics and with their personal lives. Time management is highly encouraged for students who struggle with procrastination leading them to miss deadlines and keep on top of their tasks. This report will cover the key concept of Time management, Recognise the shared challenges, benefits and common tactics used to help students manage their time

What is Time Management and why it matters: 

Time management is the technique of organising and planning how to layout your time in a way that is effective and efficient, leading to tackling tasks with ease. In the schooling system, this might be making a schedule where you note down deadlines, managing your social life with academics, and being on time for lectures. Students who develop a sense of time management are likely to meet deadlines with ease, balance academics with after-school activities, and support a stress-free mindset. On the other hand, a poor sense of Time management can lead to the total opposite such as a lack of 
energy due to stress. Completing tasks last minute, being late and increasing anxiety in academics cause them to perform poorly in assignments. 
[bookmark: _Int_wn70doDE]According to Adham Alyam, et al. (2021). Impact of Time Management on the student’s Academics performance: A Cross-Sectional study. Throughout history, it has been proven that Effective and efficient Time management in academics leads to future success. An example of this studying for an upcoming exam time before the exam and having time to gather as much information as possible, in academics time management is a useful tool for students to develop a healthy mindset leading to success in higher education. 


Time Management Strategies in a Digital World:    

In the modern era of information, students have access to a wide range of websites, apps, and tools that have the elements to help them increase their ability to manage their time. A Popular example is Microsoft to Do and Google Calendar; both allow students to note down notable events and due dates on their schedule, these tools have helped students in their academics as they break down their tasks and events in an organized manner.
 Due to these digital tools, contribute to the likelihood of forgetting tasks, finishing assignments on time, and reducing completing tasks last minute; these tools offer personal altercations; setting notifications, and a visual view of timelines. Alexis. (2021). The six best time management apps for students. Undergraduate program. Digital tools have led students to structure their time in an efficient approach and create a structured routine.






Challenges in Time Management:

One of the hardest challenges students' faces is managing their time. Procrastination, another common challenge is distractions caused by social media. It is said that according to a study done by the University of Calgary, 80-95% of students in higher education deal with procrastination with 50% who deal with doing it consistently. Dhakal, G. (2023). Why Time Management is a Challenge for Students: Understanding the causes, consequences and solutions. 
An example of procrastination is, delaying and putting off doing your assignments due to feeling overwhelmed, and distracted by doing side tasks which causes you to complete assignments last minute and increases your stress levels. Students who are constantly in a state of procrastination, tend to fall behind in their studies and it takes a toll on their mental health, by conquering distractions and completing important tasks on time leads to a stress-free mindset. 



Evidence-Based solutions: 
[bookmark: _Int_VkgpR98E][bookmark: _Int_lh0p8QJt][bookmark: _Int_nQWDaMuI]Effective Time management can be achieved through using strategies that have been proven to help students deal with procrastination, stay productive, focused on tasks and be organised. Some of the techniques researchers support are The Eisenhower Matrix and the Pomodoro technique, these being the most commonly used among students. The Eisenhower Matrix being a used tool for task prioritization, categorises tasks by importance and urgency. The Pomodoro technique, a method that uses a timer to break down tasks in smaller portions, in 25-minute intervals called ‘pomodoros’. Windsor, K. (2025). Effective Time Management for college students. 
These strategies promote procrastination reduction, breaking tasks into smaller portions, and reducing stress in academics. Using resources to entertain a better understanding of managing time and staying on top of tasks improves your view in higher education due to the organization and focus you develop.


Conclusion: 
[bookmark: _Int_TP1oFjqi]In conclusion, Time Management is a required skill for students in higher education. Effective Time management has an immense impact on academic performance and improves organization and overall mental health; by taking into consideration challenges such as digital distractions, and procrastination. Applying evidence-based strategies like The Eisenhower Matrix, by creating a list based on urgency and importance, students take control of their time and complete tasks more efficiently, using digital tools helps support balance and responsibility in academics. Developing effective time management is an essential skill set to gain in higher education and can be gained by effectively managing time, using digital tools, using apps to note down notable events and conquering distractions by breaking down tasks in smaller proportions. 
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