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 Introduction 
Academic skills are a wide range of various skill sets that help a learner in achieving their goals during the teaching and learning process. Time management is among the skill sets that every learner would wish to have. The ability to know how much time to spend in a study and how well to use up the time is a successful time management skill set. Time management is a crucial element to every career building personnel. This case study is going to discuss the many ways of practicing time management, by both learners and professionals. The essay will also explain how learners can practice time management in their day-to-day activities. 
Summary
According to the book by Cottrell (2019), time management is skill set that involves various steps of effecting it. From this module I have understood that being systematic in time management can be the most effective way of ensuring that students understand the reason the ways in which they can ensure that they manage time effectively, systematically keeping a time record or a working schedule is a way that ensures that a learner or a professional can follow a laid down plan on how to spend time and how much time to spend on a particular activity without doing anything that is on the contrary to what is on the plan.  While being systematic it is important that as a learner, I can think about time management and how I can efficiently manage it without planning to use it in a manner that some activities will be left out, how I can best manage my time so that I can meet all my priorities. Being a student means that there is more than one activity that I am involved in, this calls for a better way of managing my time, this helps me to ensure that all the activities of the day are met and that I can clearly work one task from the other smoothly. Finding out my time requirements needs me to find the things that I am including in the plan, from the most crucial tasks to least crucial as much as every activity is equally important. Finding the different requirements of time, helps me to distribute the time that I have to all the activities of the day or even a week. These tasks will then be distributed time from a task to task, time distributed will always vary depending on the type off the task and how much the different tasks will take to complete without failure. Room for revision too should be included where it involves class work and class assignments. The time requirements will also need me to include the personal study time, like visiting the library to research more on the several topics of my case study (Cottrell 2019). 
Evaluation
Planning on how best to use time involves a serious and skillful thinking to ensure that the time available can fit into the time requirement that a learner needs. The best way to go about this is to clarify how much time you want to spend and how as a learner I would wish to spend time on the various activities that I have. Prioritizing this means that I need to start with the most important tasks for instance my assignments before I can think of how much time I can spend on the activities like playing soccer with my friends in the evenings. Prioritizing of tasks calls for ensuring that I can be able to tell which task is more important than which or which task can come last and incase the time available can fit it all the remaining tasks cannot affect my learning in any way. Planning can only be useful upon implementation (Cottrell, 2019). This means that all the set schedules and the time set for the various activities can be put into action. Putting the plan into action requires that I get to find the things that may negatively influence my plan to go wrong, this are the things that I need to work on or correct them early so that my plan can effectively work. To know how effective my time management is, I need to check every activity and the time spent on the activities. This will also help me to always check that I am sticking to the stipulated time for each activity. 
Learning and improvement
[bookmark: _Int_5u2LjubK]Time management can also involve the time saving strategy, the time saving act helps a learner to work efficiently without spending too much time on an activity that requires less time and spending enough time on activities that require more time. Note taking among the ways in which students might miss manage their time, it is prudent that as a learner I should be able to take the shortest time possible to write down short notes or the key words. Many would obsess on how neat the notes look like or how much notes one has written down, of importance is not the amount but quality of it all. How much importance does it carry. At times one can also save time when looking for notes, highlighting the key ideas or the key points can help one later to figure out where the notes can be found without wasting too much time on it. Once a topic has been understood clearly there is no need for more research and note taking, this time can be used to work on another task that requires the available time more. Time can also be saved during reading, reading the specific documents that is needed to the assignment can help save time (Cottrell, 2019). Knowing the exact books to get the notes from and read is an efficient way of managing time. The learner cannot read many books looking for a specific topic blindly, as a learner I should identify which book I need and where to easily find it. I should also save time thinking, many at times we overthink a situation, this is not helpful in time management, one should take the least time possible to think and find a way of a situation, thinking through a situation can also result to information arrangement, when information is arranged in an orderly manner the learner saves a lot of time retrieving information (Cottrell, 2019). 
From this case study I have learnt the importance of time management and the different skills of time management. I have also learnt the various steps of planning for time management. The ways of prioritizing time management. I have also learnt how I can be able to save on time through the different practices as learner. In the future, I intend to clearly understand the ten steps that I have learnt through this module to ensure that I can practice time management, I will also ensure that I know the ways of prioritizing different activities depending on their agency and their level of importance to my learning process. In the future I will practice time saving skill set in time management, this will help me create more time for events that may occur or may come up and are not scheduled in. I will also ensure to always check my activities to make sure that I live within the plan that I have made. 
Conclusion
In conclusion, time managing is a significant aspect of life to both the leaners and the professionals, without time management there can never be efficiency in what is doing. This module has taught us the diverse ways or steps of practicing time management, it has also ensured that prioritization of most crucial aspects is considered. This module has also thought us how to save time and how we can implement this in the future. Time management is a crucial element to academic skills of every learner. 
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