

[image: ]

                                                        Assignment 1


Name: Alex-Adrian Ghencian
Student ID:2113713
Module Code :LCBB4006
Module name :Academic Skills 
Lecturer: Lizeta Demetroiu

TABLE OF CONTENT 
 
1.Introduction……………………………………1
2.Summary of the book………………………1
3.Benefits of time management ………….3
4.Conclusion………………………………………4
5.Reference………………………………………..4











INTRODUCTION


Being a student nowadays can be quite difficult when it comes to studying and having enough time for all the other activities in everyday life. Other activities that we have,can damage our necessary study time considering that we are also students and part of the everyday society having a life, a job, family, sport ,travelling , coming to the campus or other circumstances. It can also be very stressful if the projects that a student has to do intervene in their personal life, plus if there is no knowledge of time management (Cottrell,2019,pp123) . Therefore, the correct use of time management can eliminate some unpleasant factors such as stress or loss of time. This report examines how we can plan our time as usefully as possible so that there is no feeling of being overloaded and that all the tasks we have to do are balanced and also the evaluation of time, how you spend it now, to decide how you would like to use it, to be in full control of time and also to have time for your pleasures.
If you feel that you are not using your time productively and in the interest of time, the time you allocate for other activities could be improved and you do not know how, then the best solution would be to start doing research about this, such as ordering the tasks depending on their importance or whether you use the time as efficiently as possible.(Cottrell,2019,pp.123).Thus It can be said that it is a first step towards success because there will be no feeling of waste of time - Time is money.
 



SUMMARY OF THE BOOK 

Time management is an important skill and sometimes it can be quite difficult to understand or put into practice what we know about it, and the most important fact related to time is that it cannot be turned back. Some simple questions like: ‘Do I plan my time effectively, or where and what should I do at this moment’, or using the well-known ‘To do’ list can be a help in acquiring this skill (Cottrell,2019,pp.124-145). Therefore, knowing exactly what distracts you from completing effective tasks and avoiding them, of course is a first step that will help you reach this achievement. You have to be honest with yourself and evaluate the skills you have and improve them plus learning and mastering others puts you one step ahead. Time is the equivalent of choice in student life, so there are two factors for understanding this matter, and one of them is how much time you spend in study and how well you use that time. The importance of being systematic in your time management can be a serious help when you need it, as well as the prioritization and planning of tasks can lead to the understanding of this highly controversial subject of time management. The attitude in this process can radically change everything as a student did in the past and it was not beneficial for what they  want to achieve in the future, the truth is that nothing in life comes without effort and if somehow it happened to come, it will be lost or not be appreciated at its true value.
According to Cottrell(2019,pp.124-145), for a student it is important how much time he allocates to study, although her  study shows that twenty-three hours a week would be a decent number allocated to learning, this can be a wasted time if there is no understanding between body and mind realizing the fact that the hours do not matter, but more important is focusing in those moments. Thus, some students who allocate an hour and a half to each and that hour is very well organized and used to the maximum capacity have a higher success rate than those who spend three and a half hours in every day, but his mind flies to completely different things without realizing it and being disorganized. A student must set his priorities and this fact can be his motivation to continue and even if he was distracted by something else, he can focus back with a goal in mind that he wants to reach. For some it may be a career in a successful company, for another it may be the money or for another simply the fact that he wants to finish university . From urgent to important or from must or want, some lines can be drawn and the tasks we want or have to do can be written, it is the simplest method to prioritize and manage what follows for this day or week despite the studies it shows that tracking goals in the short term can be much more beneficial than the long term.













BENEFITS OF TIME MANAGEMENT PROFESIONAL AND ACADEMICAL


Time management has countless benefits both in student life and in professional life and even during studies. In university terms, it is one of the most controversial topics that a student can prevent himself from successfully completing the year. One of the benefits would be the fact that time management significantly reduces the stress created by deadlines, everyone knowing how high the stress is, especially in these times. Students also need time for their personal lives. The joy of living should not be neglected and time management is the best solution to include this aspect on your to-do list for the current day or week.
  Another significant reducing factor is overloading, a student has several projects or exams to complete be careful and it can very easily get overcrowded. Also, after understanding time management, you can make a plan with which you can get the maximum and the desired result from your work.
When it comes to professional life, time management plays an irreplaceable role. From preparing for work to finishing the most important jobs that belong to a successful manager, time management is the key factor. An important benefit that results from time management is present in the life of every manager, which is the planning and accurate understanding of time. Planning there is no way to exist and have a result without this much too important factor. The next benefit that comes with this skill is the completion of the project in an optimal time that will benefit both the person who does it and the company, excusing the stress of a delayed project from the scheme . Better work-life planning is what many people who do not understand time management did not follow for a high level of productivity.












IN CONCLUSION	

 Time management is a factor that must be treated very carefully because it comes as a help both in professional life and in university life as a student. It reduces stress, increases focus in relation to projects, exams as well as in the workplace, and last but not least, it helps to avoid the feeling of overload, even exhaustion. There are many other examples that exist in accordance with this topic and as far as can be understood, it has only good and essential parts for a student as well as for a worker, whether he is a construction worker or the CEO of a large business. Effective time planning is essential both for mental and physical health as well as for well-being and quality of life because time is money and everyone knows how important this aspect is.
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