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Introduction

Effective time management is a critical skill in both academic and professional contexts, allowing individuals to allocate their time efficiently to achieve specific goals. It involves planning, prioritising tasks, setting goals, and maintaining discipline to make the most productive use of available time (Mancini, 2003). As modern life becomes increasingly fast-paced and demanding, the ability to manage time effectively has been linked to improved productivity, reduced stress, and better work-life balance (Claessens et al., 2007).
Research suggests that time management is not just about working harder but working smarter. According to Macan (1994), individuals who practice structured time management report higher job satisfaction and lower levels of anxiety. Moreover, effective time management strategies, such as goal setting and task prioritisation, have been shown to enhance academic performance and organisational effectiveness (Eilam and Aharon, 2003).
Given its wide-ranging benefits, time management is an essential skill for success in various spheres of life. Developing this skill can empower individuals to take control of their daily activities, make informed decisions about how they spend their time, and ultimately, achieve both personal and professional goals.








Definition of Time Management

Time management is a way to manage yourself; it's a way of organising and planning how to divide all your tasks into manageable parts so that you do not overwhelm yourself with having too many tasks to do with not enough time to do them. Also giving yourself some flexibility for last-minute tasks or emergencies.

























Importance of Time Management

Time management is a critical skill that significantly influences academic success. It refers to the ability to use one’s time effectively and efficiently, especially in a structured academic environment where multiple responsibilities compete for attention. Proper time management enables students to meet deadlines, reduce stress, and maintain a balanced academic life.
One of the primary benefits of time management is improved academic performance. According to Britton and Tesser (1991), students who effectively manage their time tend to achieve higher grades compared to those who do not. This is because time management allows students to allocate sufficient time to studying, revision, and assignment completion, which are essential components of academic success.
Moreover, effective time management reduces academic stress. Poor time management often leads to last-minute cramming and rushed assignments, which can heighten anxiety and reduce learning efficiency (Macan et al., 1990). By organizing their schedules and setting clear priorities, students can reduce uncertainty and feel more in control of their workload.
In addition, time management supports the development of other essential academic skills, such as self-discipline, goal setting, and decision-making (Claessens et al., 2007). These skills not only contribute to academic achievements but also prepare students for the demands of the workplace and lifelong learning.
Time management is essential for academic success as it enhances academic performance, reduces stress, and fosters the development of transferable life skills. Therefore, students should be encouraged to develop time management strategies early in their academic careers.






Time Management Strategies



There are many time management strategies out there that can help you manage your time better. Some examples of these are:
· Diary
· Calendar
· Post it notes
· Alarms on phones
What you need to do is find what works for you as what helps someone manage their time may not work for you. What works for me is using the calendar on my phone with alerts on the most important tasks that I need to do. I also use post it notes on my fridge as I know I will be frequently reminded of what needs to be done every time I go to my fridge.

















Conclusion 



In conclusion time management is about how to manage yourself and organise and plan for all your tasks without stressing too much about what needs to be done.
Time management is a critical skill for academic success; it not only helps students to relieve stress and reduce anxiety it also provides them with clear priorities making them feel more in control of their workload and gives them organisation skills that will help them in their future career and lives.
It is good to know which strategies work for you just know that what works for other people may not work for you, so if a certain strategy does not work for you do not be discouraged there are plenty of strategies out there that will work for you.
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