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The academic skills are intertwined with a lot of types of skills that we need in various aspects in our lives.One of the most important skills that we must focus on improving is time management. Time management is the ability to plan and organise your time more effectively.Every person gets the same amount of time in a day; however, not everyone knows how to use it efficiently. The main objective of this report is to discuss how we can make our time more effective,moreover to learn about different tools ,that we can use to achieve that.We will summarize the most important points of chapter 6 from ‘The Study Skills Handbook’  by Cottrell, (2019) and evaluate the importance of time management;furthermore,we will discuss more detailed about the Eisenhower Matrix.Using your time effectively gives you more opportunities on how to spend your spare time,such as in being with your family,enjoying more leisure and social life (Cottrell, 2019).
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According to (Cottrell,2019) it is worth developing your time management skills, if you suspect you are wasting your time, instead of spending it right on doing something better and more productive. Distractions are always a problem that keeps you away from achieving your goals, but you can use them as resources. For example, if you tend to distract yourself by texting and calling your friends you can simply ask them to help you focus on your work. You have to find out what kind of environment suits you the most and what actions and thoughts triggers you to focus; if you are not sure you can experiment until you find out. It is very important to be systematic in planning your time and working out how to manage it well, so you can achieve your priorities. Creating priority organiser is one excellent option you can use to help you work out your priorities on their importance, urgency and order of priority. Another good technique is to have planer or diary where you can keep record of what you have to do.You must keep them up to date, be specific and realistic if you want them to be effective.At the end always remember to balance work and study with other life essentials ,such as staying healthy, joyful and fit.
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The importance of time management includes reducing stress, achieving bigger goals, increasing productivity and avoiding procrastination. Poor time management skills can cause anxiety and lack of sleep.When you have a full list of tasks to accomplish and you don’t organise your time well,this can make you feel very anxious.Being excessively stressed and anxious can lead to much more serious problems related to your health,such as depression,overweight and heart disease.There are many tools for improving your time management as keeping a diary and prioritizing;yet,if you don’t understand why it is so important to manage your time ,you might never find the motivation to use them.The point is not only to keep yourself busy and lose your time ,but to be productive in achieving your goals and focus on a better future.Personally for me, as a student sometimes it is very challenging to find the balance between studies,work,social life and time for my family.One of the reasons to procrastinate for so long my studies was the fear that my time is limited and I will not be able to make it ,but my motivation to succeed was bigger than my fears.The problem is not the limited time,but the bad time management. With the right support,tools,good time management skills,ambition and motivation,everything is possible.
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During my first lecture of academic skills at university ,I have learnt about the Eisenhower Matrix.The Eisenhower Matrix was invented by Dwight D. Eisenhower,who was the 34th President of the United States.The purpose of the Matrix is to help us prioritise our tasks in 4 quadrants,based on their urgency and importance.The first quadrant is called ‘Do first’ ,because the tasks we put there are important in our life and we have to do them as soon as possible.If we focus mostly on doing the tasks on this quadrant of the Matrix ,we can double our productivity. The second quadrant is called ‘Schedule’ and the tasks we have there are also important,but not that urgent.The third quadrant is for tasks that we can delegate because they are not so important for us ,but still quite urgent.The last quadrant is called ‘Don’t do’ and all of the tasks there are neither important ,or urgent and we should be avoiding doing them.Since I’ve learnt about the Eisenhower Matrix ,I sat down home with a pen and paper and I have created my table,which I’m using now in my daily routine.It helped me to understand my goals better and to find out which activities are wasting my time.I’ve been using it now for over a month and I can see a wonderful transformation.It became much easier to handle small crises,to not miss any deadlines and to schedule my work and studies.I would recommend to anyone ,who is struggling with managing their time and understanding the difference between urgent and important to try this method.

         3.2.1. Eisenhower Method Table   

                                 MY EISENHOWER METHOD TABLE

	DO IT
· Any emergencies
· My baby crying
· Assignment deadlines
· Any other tasks requiring my immediate action

	SCHEDULE
· Exercise
· Planning
· Personal development
· Professional development
· My assignments
· Saving money

	DELEGATE
· Plan a meeting with friends
· Book a flight and go on a holiday
· Answer some messages and calls
· Some regular routines
· Other people priorities
· Preparing meals
	DELETE
· Checking constantly emails
· Surfing the internet for too long
· Eating junk food
· Watching TV more than 1 hour daily
· Pointless meetings
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In conclusion,time management is an essential skill to be learned, so we can maintain better control in our life.Having better control in life gives us more confidence and freedom to do the things we love and chance to spend more time with our family.It’s helping us to be more successful and productive academically and work wise.It reduces stress and anxiety and that helps us stay fit and healthy. There are no excuses to procrastinate and avoid the important tasks we must finish ,as with the right tools we can find time for everything.Distractions always exists but if we learn how to use them as resources ,they can become something positive.In this report we discussed the different techniques we can use ,such as priority organiser , having a diary or planer and the Eisenhower Matrix.With more details we explained how the Eisenhower method works and what are the benefits to use it.Every successful person utilizes time in the most productive manner.At the end I would say that time is precious and it’s extremely important to learn how to use it wisely.
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