[image: ]






Module Name: Academic Skill in the Digital Era
Module code: BMSW4013
Assignment Name: Time-Management: An Essential Skill for Student Success in Higher Education
Student Name: Vanessa Lisseth Najarro Mejia
Student Number: 2433089
Lecture: Ffion Cumberpatch
Deadline: Friday 6th June 23.59
Contents
Introduction.....................................................................................................   1
What is Time Management and Why It Matters.........................................   1
Time Management Strategies in a Digital World........................................   1
Challenges in Time Management.................................................................   2
Evidence-Based Solutions.............................................................................   2 
Conclusion.......................................................................................................   3
Reference List.................................................................................................   4
















AI Acknowledgement
I acknowledge the use of DEEPL (https://www.deepl.com/en/translator) To translate some of my work.
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence.

Introduction
Knowing how to manage our time is definitely an essential skill to be able to succeed as a student in higher education, being aware that this at the end of the day will not only be useful in education but in various aspects of life. 
At the end of this essay we hope to have strategies and a broad knowledge of this valuable resource called time, how to know how to manage it in order to have successful results in what you want to do and thus have a better balance in our hours to produce results of the activities to be carried out. 
 
What is Time Management and Why It Matters
According to the IA answer provided by the main page of the internet search engine as a general answer, time management is the process of planning and consciously controlling the amount of time spent on specific activities, primarily to enhance effectiveness, efficiency, and productivity. 
Time management is important to be able to have a better performance in any area where you want to meet objectives in the requested or established time, to be able to organize our productive hours is essential to achieve goals, although there is no established formula if we can find books that help us with ideas, steps, techniques, and more, to be able to have a better performance of our time and be productive. 
  
 Time Management Strategies in a Digital World
And although lately there is talk that time is an unmanageable resource, what we can do with it is, as Nadal (Lic. In Psychology) mentions in his book when he suggests that we can manage what we do by taking into account 3 areas that will give us a more pleasant perspective of personal productivity without giving up in the attempt. 
 He teaches us 3 key points: 
1.  Attention: Where we project our attention, all the rest goes. 
2.  Mindset: Your beliefs set the tone for what areas of your life you want to spend time on and thrive in.  
3.  Mental Energy: The psychic resources at your disposal are essential to decide your next actions. 
                                                                                                      Nadal,M (2024) 
Through neuroscience and a new methodology of neuroproductivity from recent studies, he proposes to focus on these techniques to become productive and leave procrastination aside.
Challenges in Time Management
Following on from the above, I find the 3 points very interesting as attention as the first area to work on is important to have a good management of our time, putting our total focus on the task at hand while avoiding distractions will lead us to meet the objectives set. 
Nowadays our attention is being attacked by the amount of stimuli, stress, pressure and distractions we have in this digital age, which makes it more difficult to focus on our daily duties. 
“An article shows us that a study conducted in Canada in 2015 showed the problem we face in the middle of the 20th century where I quote ‘technology dominates every aspect of our lives, and that has a cost at a cognitive level. And that is that the average human attention span had shrunk from 12 seconds at the turn of the century to a meagre 8 seconds (that's one second less than the attention span of a goldfish).”
                                                                                               BBC NEW WORD (2016)
And this 4-second reduction should come as no surprise as we are so immersed in the Digital Age that our full attention for today is focused on digital networks, resulting in the new generation suffering mostly from attention deficits from an early age and making it difficult for them to organise their time to complete daily tasks.

Evidence-Based Solutions
There are nowadays several alternatives to manage our time, having as one of the best known the Eisenhower Matrix and a favourite among many, as it is a tool that has helped to organise and prioritise the work to be done from the most urgent to what can wait, making it possible to prioritise which tasks require our immediate focus and which others can be delegated, eliminating an unnecessary burden of stress.
“We can think of the Eisenhower Matrix as a tool that reminds people to pay more attention to the payoff of their task by asking them to decide whether it is just urgent, or also important. It therefore can help mitigate the impacts of the mere urgency effect to ensure that we prioritize what will yield the most fruitful outcomes.”
                                                                                                
                                                                                               The Decision Lab (2025)                                                                                
This quote is an article based on several studies in which one of them found that people choose what is important or urgent based on what is important to get done, not on the reality of the task. 
                                                                                      Oxford University Press (2018)
While it is true that, as mentioned above, this tool is a very popular tool to effectively help those who want to organise their time to accomplish their tasks, it is also true that there is no meter that tells us or decides in which of the 4 quadrants to place our tasks, leaving this to our own discretion making a discrepancy between what is really urgent and important, what we can place in not urgent and important and what in our perspective and criteria can be urgent and important or not urgent and important. Even so, it is an excellent tool to begin to order and manage such a valuable resource as time.

Conclusion
In summary, we have studied how important it is to know how to manage our time, highlighting some techniques that could help us to have an optimal administration of it. But it is valuable to clarify that it is valid to choose a personal strategy that we consider that can work for us as individuals, knowing that not all of us think, feel, reason, prioritise or have the same criteria, some may use the Eisenhower matrix, others the pomodoro method and others may use new methods or strategies to ensure that their time is managed in the best way that is favourable and effective to fulfil their tasks or projects to be carried out.
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