

 
                                                                               
                                       Assignment One
 
 
 
 
Name: George Gabriel Nicu
Student ID: 2239618
Module Code: LCBB4006
Module: Academic Skills
Lecturer: Dr Lizeta Demetriou
 
 
 
TABLE OF CONTENT
1.Introduction ….....
2.Summary of the book.......
3.Evaluation of the source
4.Conclusion.........
5.References........ 

Introduction:
The sixth chapter of published source Cottrell, S. (2019) The Study Skills Handbook, 5th Ed. London: Red Globe Press..
This chapter elaborates the idea of how to balance the time management in a proper way with coordination according to the daily tasks. The chapter depicts the idea of priority in a proper way to maximize the idea of managing effectively to perform best in the career of university as the student life in the university level requires a strong sense of balanced time management. This chapter made a way to determine every task according to the schedule of dairies and proper use of priority list according to the diary. It explains how the successful persons sort out their time according to their daily step by step priority list and keeps proper processes to finish every task within the definite amount of time.
Summary of the chapter
The use of diary and keep the note about the daily lectures in the class and the articulation of proper management of each and every task of daily activities are the main theme of the first glance of the chapter. The clear cut explanation of how to finish every task with the transparent idea of doing the task within the definite time such as ‘creating a specific plan in the diary of writing an essay on Tuesday or finishing the exam preparation on Wednesday’. At the same time it should be notified in the diary that repeatedly checking the daily tasks and reminding the one to remember what to do. There should be to do list in the diary and that could be sorted out according to a weekly plan which will depict the full idea of what to do and what are done. There should be progressive report system so that a student can understand what to improve and what are done according to the planning. 
Time management is totally dependent on the exact utilization of proper timing according to the priority list and sorts the timing in the proper systemization. Time table helps to identify the sectors to be developed according to the planning. In this chapter of the book it was suggested that the tasks of daily activities should be sorted and cut into smaller pieces so that it would be easier to finish the tasks more specifically with a definite amount of time. Listing and prioritizing the daily tasks are the another important factor that is described in a way that the students should clarify their specific tasks in accordance with the listing policy so that no task may be remained unfinished and left. There are specifically four types of important tasks are recognized in the chapter that are- sorting the time according to the priority, making time more productive and focusing too much in the inputs that can deliver a productive outcome, an organized way of planning and the last one is what if the panning does not work properly and what to do at that moment. 
The Importance of Time Management
Time is the ultimate issue that is relative from birth to the last span of life death. It is relative and it is important as the human beings life is evolving around the various dimension of the associated tasks. The proper use of time and the rightful distribution of time management according to the priority are the core factors to apply the exact ways of achieving the importance of productivity of life (Karim, 2015). 
In the academic or the professional life, time is the ultimate issue that plays the vital role to shape the behavioral patterns of the life expectancy (Hamal, 2018). Time is not stagnant for which it is always revolving around the changing dimensions of the life cycle. For every phase of the professional life, the proper sort out of the time according to the reality helps to shine the professional feedback and gives the greater value of the life span (Chansaengsee, 2017). 
The Necessity of Time Management in the Professional Life
There are several stages of the life where the life is evolving around the very specific nature of the necessity of life. The urgency of human livelihood starts from the very rudimentary stage of the professional life whether it is the frost stage or the middle stage of corporate or business or professional area the importance of proper time management is leaving a greater importance on the factors of shaping the life (Chase, 2013). 
There are some aspects of time management according to Cottrell in the professional area: 
Time as a choice 
Time is a choice for the success,focus is the first priority of the time management. 
The professional people should be aware of the surrounding and whatever the factors around them, they should be concentrated.
 For example: the corporate area of multinational company,  particular branch of a bank in where a full time focus is needed for the betterment of the corporate area  (Kausher, 2013). 
Self aware
[bookmark: _GoBack]To achieve the development in the life and to make better advancement in the professional career, the most important factor is to raise the value of yourself. For raising the value, the person has to understand the strong and the weak characteristics in the daily life (Faisal, 2014). 
Planning and prioritizing
Determination of the normal tasks and planning to finish the tasks according to the expectations are the focal points of the time management. Planning is the first step towards the gaining and achievement of prioritized desires within the expected amount of time span (Frans, 2019).
Ten steps of time management
The ten steps of time management according to Cottrell:be the systematic one, find out the possibility, clarity in the tasks, decide how to perform, prioritize according to need, plan for the better, do whatever should proceeds at the definite time, apply the right methods, manage the distractions and monitor the advancement or backwards (Cottrell, 2022). 
 
Conclusion
Time is the relative experience and observation that varies from person to person, situation to situation and the specific spans of the life style. The prime duty of every professional is too keep up with the life balance with the time management. Time plays the role in terms of the various personal and institutional levels of the life. 
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