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Introduction:
Time is a very valuable resource and quadrant, which has a limit. It is a key to personal and professional success in the modern real world, where everything is developing rather quickly. As a student, professional or an entrepreneur, managing your time better is the key to successfully reach your objectives, eliminate stress and have a balanced life. Time management has not only enabled them to perform better academically but will also facilitate development of a healthy balance in their time between studies, rest and other things they need to do too. In this report I am going to explain the definition of time management, important of time management, and strategies.
Definition of Time management:
Time management refers to a skill of organizing and regulating the use of time to utilize the day in a way that achieves your objectives. It is a way of structuring, prioritizing, focusing on distractions and being intentional about time spending. It discusses the art of making goals, planning, deciding what is the most important to do and use tools and methodologies, avoid being distracted and reviewing and resolving. It is the use of your time correctly so that you find it easy to do work on the tasks and you will not be stressed or in rush. In one of the studies, it was shown that the clutter effects the perceived well-being quite negatively (Roster, 2016).
Important of Time Management:
Time management has significance as it enables people to spend the time wisely so it could bring success, relieve stress, and be balanced in their personal/professional lives. The appropriate time management allows spending time more appropriately and gives a person an ability to do more within a shorter period. Covey, Merrill and Merrill (1994) identified four quadrants in Time Management Matrix as urgent and important, urgent and not important, important and not important, not urgent and not important. When you focus more of these worthy activities, you will enjoy greater control over your time and there are possibilities that you will possess less of important activities that become urgent. To make effective use of your time, there must be the distinction between what is important and what is urgent. (MacKenzie, 1990).
Example: Amina would previously have problems with managing her studies, the laboratory, and her part-time job. She always gave work late, was overwhelmed in exam times and started to get poor grades. Amina chose to employ the tactics of time management to change the situation around. She created a to-do list and concentrated on 2-3 high-priority academic tasks to enhance it. To maintain her efficacy and circumvent burnout during her studies, she used 25 minutes of concentrated study followed by five-minute breaks. After use the technique her grades rise tremendously, and she never missed any of her assignments.
Time management strategies:
According to Crede and Kuntzel (2008), effect of personality in academic performance is due to the role it plays in some study behaviours such as time management. By including some of the following strategies, you will be able to manage time in a better way.
The Eisenhower Matrix is an easy decision-making model that assists you to distinguish between the important and not important, urgent and not urgent tasks. It divides tasks into four boxes that indicate which is the task you ought to concentrate on and those you can provide and those you can remove. Categorizing activities into urgency and importance lead to four quadrants whose work activities possess diverse work strategies as; do fast, schedule, delegate and do not do. (Kennedy et al., 2022).  
[bookmark: _Int_RLiuDlvx][bookmark: _Int_91Mu1bQp]The Pomodoro Technique is a time management system that was developed on the grounds of 25 minute periods of concentration separated by five minute breaks. Planning, tracking, recording, processing and visualizing are the basic features of the technique. After these work intervals, a longer break of 15-30 minutes is taken. One of the aims of the technique is to minimize the impact of internal and external distractions of attention and concentration. The Pomodoro Technique will also enable one to acquire better working habits. They will be able to accomplish more with less time due to proper time management, and they will feel accomplished and have less chances of burnout. (Costales et al.,2021).
Conclusion:
To sum up, the ability to manage time is a vital life skill that contributes tremendously to academic achievements and personal growth. On prioritizing and organizing activities properly, one can optimize the time, relieve the stress and in a more efficient way, accomplish more in lesser time. Proper time management involves greater happiness in life, greater life accomplishments and fulfilling future.
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