	
	
	



[image: ]


           ASSESSMENT 1 



Name:   Gabriela Gherasim
Student ID: 2110945
Module code: LCBB4006
Module name: Academic Skills
Lecturer: Dr Lizeta Demetriou









TABLE OF CONTENT 

1. Introduction………………………………………………………………….…………3
2. How important it is to handle time….………………………………….....3
3. Time management strategy........................................................3
4. How can you make the best use of time management?................................................................................4
5. Conclusion………………………………………………………………………………5
6.References..................................................................................6














1.Introduction
      This report I will present one of the most important topics in our life, time -management. During a normal day, a person does many different things, such as taking care of basic needs, going to work, and doing fun things like watching TV, listening to music, going out with friends, etc. When a person does more than one thing at once, especially if he or she is a manager at a good company with many tasks to do or a student who needs to find time for all classes and extracurricular activities, it is important for everyone to do it well time management. There are some things about time, like the fact that it is measured in units, that everyone gets the same amount every day, and everyone needs time to do their work and jobs well.

[bookmark: _Hlk130376089]2. How important it is to handle time.
    According to Cottrell (2019), effective time management is a key part of what time management is all about. A person should make a plan for all of his tasks and responsibilities. When a person, no matter how old they are or what they do for a living, puts all their tasks on a plan, they become more focused, well-organized and effective.  Managing your time gives you the freedom to choose how to spend this valuable resource, however, helps people get the most out of their limited resources and learn how to use their time more efficiently.
    People learn how to organise and run their lives so that they do not feel stressed or overworked. Good organisation helps time management. Cottrell (2019). People of any age, job, caste, class, origin, or religion need to learn how to handle their time well. By setting goals, it becomes possible to reach this goal. Things that are more important must be taken care of first, and things that are less important can wait. No one is ever behind in work or school if they know how to handle their time.

[bookmark: _Hlk130376175]3.Time management strategy
There have been many ideas about how to handle time, such as:
 - Plan: Before starting anything, a person should think about the goals, targets, and tasks that need to be done in a certain amount of time. Nevertheless, it is important to plan out your chores and goals because some things are more important than others. For instance, if someone has a job to work on, they shouldn't go see a movie with their friends. It's essential to be ready for problems and know how to deal with them in a friendly way when they come up.
- Organization: Everyone wants to reach his or her goals. To do this, he needs to plan out all of his work tasks and responsibilities, including how to use technology, how to train his mind, and how to set up his office.
- Workers: Effective communication and asking for support, help, or aid from superiors, subordinates, or co-workers make it easier to do jobs and responsibilities. Working in teams, groups, and asking for and getting knowledge from other people are all very useful things to do.
- Evaluate. A person needs to look at himself, his deeds, his thoughts, and how he acts. By doing this, he can see where he needs to improve and take steps to do so. The review method makes it possible to find mistakes and problems, which is very important.

[bookmark: _Hlk130376921]  4.How can you make the best use of time management?
Effective ways to organise your time include the following: Cottrell (2019, pp127-129).
- Evaluate yourself
      When a person does a self-evaluation, can see all the problems, roadblocks, and changes in performance. To improve the skills and performance, they learns to figure out what actions and methods need to be taken for them to work.
 - Look at how you act
        It is important to keep a positive mood and attitude. A person should be polite when they talk, be good at communicating, and have a nice attitude. If a person has these great traits, he or she will find success much easier.
 -  Make plans for the short term and the long term
     You need to reach a number of goals and targets. Some are short-term, while others may take up to two years or more to finish. Goals should be SMART, which means they should be clear, measurable, attainable, practical, and have a deadline. Setting goals is the key to managing your time and life well.
- You need to be able to see your goals, objectives, tasks, and roles.
        It's important to think about what your goals, jobs, and functions are. People need to know where they are and where they want to go. Yoga, meditation, and other ways to relax should try to involve them so that people can think about them well and even come up with good ways to put them into action.
- Work hard and make things happen.
       They should work hard and get things done to meet their obligations. Also, they should be careful, even if someone doesn't try to be the best, they still have to finish what they start and do their best.
- Give help and support.
       Anyone who wants to learn how to handle their time, needs to learn how to communicate well, avoid conflict and disagreements, and ask for help. Any job that needs to be done on time needs help and support. For example, if someone is in charge of a big job or working on an important project, there may be some things they cannot do on their own and need help with from others.
- Set up regular habits.
      Students, office workers, and professionals must make a schedule or chart with all of their important classes, tests, homework due dates, meetings, presentations, and other events written or marked on them. With a programme plan, you'll be able to set goals and work hard on the area that comes first in the programme or is the most important. 
    
5. Conclusion
         Each person has a different job or does jobs and duties in a different way. Work can be jobs around the house, responsibilities at work, schoolwork, making meals, playing sports outside of school, or anything else. Along with work-related chores and responsibilities, there are other everyday things to do, like eating, bathing, dressing, getting around, being physically active, or even just relaxing or taking a nap. People do all of these things based on how much time has passed. For example, they have to get to work or school at a certain time, eat lunch at a certain time, go to bed at a certain time and wake up at a certain time, and so on. All of these jobs and tasks need to be done well, which means that each person needs to get better at managing their time and learn how to make the most of their time.
         Some skills, like planning, organizing, staffing, leading, and assessing, are important for managing time well. There are many ways to use time management effectively, such as self-evaluation, behaviour analysis, setting goals that can be short-term or long-term, visualising goals, objectives, tasks, and functions, being efficient and working hard, and believing that asking for help and support from others when tackling hard tasks and making programmes are all important strategies. During the time management process, there will be interruptions and changes, but people shouldn't get mad or lose their cool. Instead, they should try to find solutions to any problems that come up at work or during a show. A good way, to manage your time is to set goals and finish the most important jobs before the less important ones.
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