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                                  Introduction
Managing your success as a student is the first step in which you have to think. Being a student and having the opportunity to learn new subjects and expand your knowledge is very important for every student. Higher Education can be a life-changing and unforgettable experience for everyone. Also, it offers unique opportunities. To be successful you need to develop academic skills, which are tools to achieve your goals. To do that you should develop some very important skills: managing your time effectively, elaborating a range of skills and personal attributes, and being independent.
Firstly, we will discuss the importance of time management and how to use time effectively. Bob Small (2009) describes time as “unique”. Once used, it has gone forever. The second part of the report will be discussed how to spend your time in a better way.  Finally, how to use time management strategies to help the student save time and use it effectively. In his book, ” The Study Skills Handbook”, Cottrell examines all these skills and how we can use them in our life..
                               The importance of time management
You are the manager of your study. Managing   your time efficiently is the key to flourishing in university. On the one hand, you have to be informed about course schedules and classes which you have. On the other hand, you have to plan and organize your personal and spare time. Improving your time management can give you better results, such as less stress, more time, and the achievement of goals and objectives. As noted by Cottrell (2009) your success as a student will be affected by two main factors: How much time a student spends studying and how effectively the student use that time. The student has to be systematic and find out their time requirement. Poor time management can cause many negative consequences. Nobody is happy about missed deadlines and delays. Poor prioritization of tasks produces low-quality work, affects their professional reputation, and makes them feel more stressed. Knowing how to manage your time properly brings a number of great benefits. In addition, it helps student waste time and to avoid problems. When I know the importance of time management I can create some strategies to save time and do more activities for less time. 
How to spend your time in a better way
The day has 24 hours and everyone has to do so many activities during this time. Everyone needs time for working, studying, writing, reading, eating, sleeping, and many others. All of them have to be put in order. Firstly, the student has to understand where time really goes and develop strategies to use the time better. It is very important to make a weekly or monthly schedule with the activities that the student has to do, monitoring and evaluating it. If it is necessary change it or update it. A good student should invest in a useful planner, whether it is a phone application or a manual planner. Nowadays there are very good applications, that could be downloaded to the phone. These applications set notifications and the student will not miss anything. In this way, a student can easily manage personal and university life smoothly. Alternatively, you can easily select the most important of them and write them in the priority list. Also, you need to have time to relax and time for your family and friends. When I know how to prioritize my activities I can do my job in less time. It will help me in the future when I start my work in a company. Every employer wants to have workers who finish their work on time and within the deadline.  Regardless of the busy time in which we are living, time management is the most useful tool which helps everyone to be successful.
                    Time management strategies to save time
 According to Cottrell (2009), there are ten time-saving strategies. Some of them are: saving time when making notes, saving time when copying between files, saving time in writing references, saving time organizing information. To save time when making notes is better to write headings and use suggestive words. It is good to avoid full sentences because they need more time to write and read later. The next important strategy is to save time copying between files. This strategy  is very important because copying from one to another device wastes a huge amount of time. The student can use Google Docs , or similar software to access the same documents from another device. In this way, the student can use it in different places and at different times. Another important strategy is to save time in writing references. It is necessary to keep a full record of the details required for referencing for every book or article. The importance of this is that the student can keep them and add them later to the referencing list. In the same way, organizing information can save time. It is very important to include just the information which is related to the writing topic. Do not note down the same information twice. For me, it is very useful information because it can save me time. When I know how to make notes and how to keep referencing information I can write my assessment in less time. I need to improve these skills in the future. These time-saving strategies are very useful and important.
                                       Conclusion
Firstly, this report discussed the importance of time management. When spending your time effectively you have more benefits. Some of them are: less stress, having more time for personal activities, and more time for your family and friends. On another hand when you do not use your time in an efficient way you can get more stress, you cannot finish your job on time, and you can lose money or your job. The second part of the report showed the ways how to spend our time. The importance to make good planning, to prioritize the activities we have, to set time to do them are keys to success. Also to have time to relax and have time for our family was discussed. Finally, the report mentioned some time management strategies. How to make notes and save time,  how to save time when copying between files, and how to save time in writing references were explained. In addition, time management is a very important academic skill. We can apply this skill in all aspects of our life. All areas of our life should be well planned. This will bring us success and satisfaction.
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