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Introduction:

In this report, I will discuss the specific skill that I believe that are useful for me and will benefit me in the future. The source I have chosen to study the book ‘The study Skills Handbook’ by Stella Cottrell. I choose to speak about time management and why is an important skill. I will analyse the source based on time management, how this skill is effective and how it will help individuals to improve in different areas of studying. I will cover the following things: what is time management, why is important, how to manage your time effectively, what I learned about time management and where time management can be used. Time management is key aspect of success, many people don't know how to manage it, in order to be productive. The problem people face with time management is how to schedule their timeframe and the tasks they need to do within the timeframe. In my report, I will talk about the ways to be more productive, and why that is important. 

Summary of the source/book.

This book includes important information about thinking studying knowledge strategies language skills, the steps to success and the pathways that can open for students. The book is divided into 18 chapters. Every chapter gives you information for a specific skill, why I important, how this skill come be used and effectiveness. I choose to learn and talk about time management, the reason I choose this skill is that is very useful for me now and it will benefit me in the future. This skill will give me the knowledge of how to manage my time.

What is time management?

Planning and organising your time so that you spend the most amount of time possible on each activity will help you be more productive and efficient. Setting goals, prioritising projects, allotting time for each activity, and utilising a variety of tools and approaches are all part of efficient time management. Making the most of your available time will help you get more done in less time, lower your stress levels, and enhance your work-life balance. Time management is crucial for success in any sector and is relevant in both personal and professional contexts. 

Why is time management important?

Managing time is a skill that is important to all successful people. As businesspeople all of us are aiming to be successful. To be successful person you must manage your time in all activities you face daily. Managing your time leads to productivity. We need to properly organise our time, (for example: waking up on time, getting work done, following a schedule and not waste time). This allows us to move forward without unnecessary stress and without falling behind. This suggests that if you manage your time, you will become productive which will lead to you being successful. According to Cottrell (2019) “Managing time improves your work-life balance, to have both good work and personal life you need to effectively manage your time. Firstly, you have to priorities the important things for example your family, then you need to schedule your working hours and finish your work on time so, then you can spend time with family.” Managing time also can help you to be motivated, when you manage your time, you will be able to make progress and achieve your goals which will lead to increasing motivation. Managing your time will help you to make correct decision, whenever you manage your time, you can finish tasks based on their importance and have enough time to think on crucial decision. Time management affects me as a student as I need to be productive. I need to priorities the important things for me so then I can finish all my work without any stress or disturbance to my personal life, which will help me to reach my academic goals. Overall, time management is important because it will make you more productive which suggest you can make the most of your time without any stress.


How to manage your time effectively?


The time is the most important factor in any good business planning and management. To manage your time effectively you have to create a timetable which will show your free and spare time. You can start by creating a list of tasks you have to complete daily, weekly or monthly. The first week you will track on record how much time actually takes you to complete your tasks. Then you will be able to estimate how long it will take you for a specific task to be completed. After this your timetable will be more accuracy, which will allow you to weekly plan both personal and professional tasks. If you have a timetable to follow you would be more productive as you will be following specific timings to complete tasks, this will allow you to have more personal time because you would have finished your work. At the end of which week is important to evaluate whether you have been productive and if you had finished all tasks. Finishing tasks on time you will be allow you to concentrate your professional goals and tasks. Another key step of managing your time effectively is prioritising your tasks, this means you need to identify the crucial tasks and complete them, this will prevent stress and would ensure that you meet your deadlines. I as a student a need you manage my time effectively so I can finish my personal work through the week and then Ibe free to focus on my academic tasks on the weekend. I have a clear timetable that I follow each day to ensure that I am productive. Through the week I wake up early so I can finish my house tasks and then complete work tasks later on. Every night I spend few hours working on my academic tasks so that I can be prepared for the weekend tasks. Personally, this timetable allowed me to be more productive and reach my goals. Overall, effective time management is all about having a clear schedule that you follow which makes you productive and ensures that you reach your aims.

What I learned about time management?


I learned that time management is important part from life to all people. Every second, minute or hour I must use time correctly, so that I don’t waste time for tasks which are not needed. This skill thought me, how to manage my time well. This can be done by creating a personal timetable with tasks, which I must do for a day, month or year. When I use my timetable, I can finish with my tasks and the end I will be happy. Time management is a skill, that can teach me, how I can organize my time, focus to important tasks and how can I finish on time. Strategy is also apart from time management. They are sequence of actions to achieve long-term goals. Correct time management will make you productive and it help you to achieve your aims, which would lead to happy life. In addition, time management would benefit me in the future. If now I learn how to manage my time, I would be able to do it in the future too, I would become more productive, and I will finish my tasks faster. Time management would make me more successful in the future, as it would allow me to achieve my aims.

Where time management can be used?

Time management can be used in many different cases, it can be used in personal life, work life, education, business and social activities. Time management makes you productive which is good in all scenarios in life. Time management can help you in personal life by allowing you to reach your personal aims, like working out regularly or reading new books or spend time with your family. Education requires time management as well, this is because in education you have lots of work to do like revising and completing assignments, by managing your time you can be more efficient and achieve your educational aims. In work life you need time management, as it is a crucial aspect. Is essential to manage your workloads, meeting due dates and achieve professional aims. Time management is essential in the business world, as you need to make sure that you have completed all the work or projects on time, managing your working time and increasing efficiency. Time management is a part of social activities as well, if you manage your time well you can have free time to help charities, participating in sports, seeing friends and going to different places. I personally use time management to organise how and when I do things in my personal life. I also use it to complete tasks related to my schooling by successfully managing my time. I believe that this skill will benefit me in the future as well. Overall, time management can be used everywhere, this is because time is key for everything in life. Time management ensures that you are productive, which means you can finish your tasks and achieve aims.

Conclusion:

In conclusion, analysing a source on a certain talent can assist people in identifying their areas of strength and learning strategies to develop their weaknesses. To fully develop one's skill set, it is crucial to apply the knowledge learned from the source to real-world circumstances. Linking this to the skill of managing time, you need to be able to understand what time management is, why is important, how it can be useful, and how to be done effectively. In this report, I talked about the skill of managing time as I believe is very crucial skill for successful people, after learning and researching about the skill, I have a clear understanding of it, and I saw that it is part of everything in life.
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