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Introduction

What is the definition of Time management and how can you improve your studying? Time
management is the coordination of tasks and activities to maximize the effectiveness of an individual's
efforts. The purpose of time management is to enable people to get more, and better work done in less
time.

Time management as a student, is all about how much time you spend and how well you use that time.
There are some topics and steps to effective time management. Time management is especially
important in the period of study. What is the definition of Time management and how can you improve
your studying?

Definition and Importance of Time-Management

What is Time management? Time management is the process of organizing and planning how to divide
your time between different activities. However, the practice of using the time that you have available
in a useful and effective way, especially in your work and study. Time management can be the main
reason for your success as a study (Cottrell 2019). There is a combination of two time-related factors:
how much time you must spend and how well you will use it. If you both spend more time in study and
manage that time more effectively, you are much more likely to achieve well and have an exciting time
as a student. However, in Time management exist some steps and they will improve your time as a
student. First, but not least, how you plan your time. When planning your time, you need to be
extremely specific and compressive. In a part of your plan, clarify how you use your time currently,
decide how you want to spend your time. Keep your plan moving, at the same time monitoring and
checking that everything works as you planned. You must consider your personal rhythm. If you typically
start your day energized, plan to study or accomplish chores then. If you fall into an afternoon slump,
give yourself that time to take a guilt-free. Planners can also help you keep track of long-term deadlines,
such as important essay deadlines, upcoming exams, and appointments and meetings. They often
provide a monthly overview each month, as well as day-to-day planning sections, so you can stay ahead.
Another important way for success in study is to prioritize your time. Sometimes there really is too much
to do with too little time. In these instances, take just a few minutes to evaluate your priorities. Consider
which deadlines are most urgent, as well as how much energy you have. If you can complete simple
tasks first, try getting them out of the way before moving on to tasks requiring a lot of focus. This can
help to alleviate some of the pressure by checking a couple of things off your to-do list without getting
bogged down too early. Managing responsibilities in a limited time and using cognitive resources in an
efficient way, to maximize performance, are a set of, not only desirable, but also necessary skills in our



current society. The studies that assess these skills for different age groups and educational levels
support this need.

Based on scientific studies in educational psychology, a guide of learning and time management. In time
management, we focus on defining goals and prioritizing and organizing activities. In terms of learning
skills, we first focus on how to write down relevant information, then on organizing said information into
meaningful units, and finally, on a method to facilitate its retention in the long-term memory. This
approach has the goal of maximizing the potential improvement of the subject's academic performance.
For example, will observe some of the tips in Time management, such as:

Be systematic

In thinking about Time management, in developing an understanding of how you use
your time. To find out the best way to spend it, plan, or planner.

Prioritize

If you are struggling to fit everything in your schedule, consider what you can postpone or what you can
simply say no to. Prioritizing your time means that you understand and categorize the importance of
your task.

Plan

As much as you understand, prioritize your time and you will be able to decide and create a plan.
However, to plan you are supposed to be extremely specific and comprehensive in your time.

Do it

Once you create your plan or planner, put the plan in a visible place, where you will
be reminded of it easily. Be aware of possibilities of sabotage, so keep your plan for yourself.

Monitor

However, you prioritize, you plan, you start following your plan. Then you suppose to observed them all,
and make sure that all works in order, for your success. Monitoring your Time management plan can
provide you with an exact idea of all your skills. For example, if you find a gap somewhere or recognize
you need more time to manage something else, then you can always make changes in your plan, as
much as this can help you improve yourself.



Conclusion

This report highlighted the importance of time management, focusing on the relevant chapter by Stella
Cottrell. Good TIme management help us maintain control in life. When you have control of your time,
you feel more in control of your life — having control of your life gives you power and freedom, and
time management helps you maintain this control. With a combination of school, work, and my social
life, | feel that, | am always wishing there were a few more hours in a day. But some people thrive on
their busy lives, priorities become confusing, and there is failure to keeping track of a to-do list.



References

Cottrell’s (2019) “the Study Skills Handbook” 5™ edition (Red Globe Pres).



