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INTRODUCTION-
One of most crucial skill ability to efficiently manage your time can increase your productivity. This is known as time management. The ability to efficiently manage your time will help you in your work because it is a talent that is applicable in all occupations. Time management is essential for achieving success in life. This article will explore time management techniques and how having these skills will be useful in the future.

SUMMARY 
Cottrell (2019) asserts that effective time management is crucial for students who want to succeed in life. According to him, as students, we have a lot of responsibilities, including those related to our studies, families, social lives, travel, certain personal matters, and other essential everyday activities. It could be difficult because we have to manage everything. Additionally, he discussed various strategies and techniques that might help students better understand how much time they spend on their studies, how to make the most of it, and how to find more time to pursue other interests. Additionally, he explains why time management is important in our lives Two factors will determine whether we succeed. The first is how much time we devote to studying, and the second is how effectively we use that time because we also have a personal life. We must also put up with it. In his chapter, he offers a useful time management technique that will aid students in developing their time management skills in the future. You can create a chart and make notes to help you organise your tasks in order to manage your time. For instance, before creating an essential assignment, we must determine how important it is and how much time it will require. The next step is to set up a focused environment and strive to finish it on time. Another fact is that there are many distractions available when studying online, therefore we should be conscious of that. We have the option of watching films or playing games after work. There are times when we are going to study and our minds are racing with ideas, making it difficult for us to concentrate. Therefore, it is a complete waste of time. Always emphasize what you are going to do first before studying. then establish due dates for that work. Additionally, if you find it difficult to concentrate on your study, take a break and solve all the puzzles in your head. You'll be more attentive and concentrated when studying after a good break. So, there you have it—the book's summary.
EVALUATION:
According to Cottrell (2019), Effective time management is crucial because it allows you to free up time for other tasks that you want to complete in your life. He offers practical time management techniques in his book to help readers develop this skill.
You must be organised in all aspects of your life. You must first consider time management before making plans that correspond to your workload. Consider how you can use your time most effectively. (Cottrell,2019). Make a thorough plan for your task and consider how much time it will take. For instance, anytime I'm meant to study, I first clear my head before considering how long a chapter or book will take, after which I decide on my deadlines. Normally, I like to set an alarm to remind me that I only have a few hours or minutes to finish this activity.
Always give the things that are important to you priority. Although we have a lot of things to accomplish every day, we must prioritise the chores that are most important to us. Decide what you want to accomplish during the day. For instance, Cottrell (2019) advised in his book to prioritise and emphasise the most crucial tasks. Make a list of the chores you prefer to complete first, whether they are easy or challenging, and prioritise them. We are all surrounded with distractions, especially when we need to focus on something important. As an example of the argument, if I am going to study, I always set deadlines for myself, but I would constantly check my phone for notifications. I've started using my phone to scroll, which is squandering my study time. I then take a brief rest of 15 minutes so that I may concentrate on my research. Calls, texts, and games are all sources of distraction. We must worry about these disruptions and only concentrate on our crucial work.
  You can follow the timeline you established for your goals by using specific strategies while managing your time. You can use a diary, write things down on paper, set phone alerts and reminders, and create a chart. Your daily actions can be listed on the chart, and if you follow it, you can simply organise your time and keep your life under control. By managing your time, you can use that time to do other important tasks. (Cottrell,2019)
 HELPFUL IN FUTURE: -
There is no doubt Time management skill will be helpful in future. We may easily reach our goals if we understand how to save time by working efficiently. Therefore, you may free up time for other activities when you organise your job such that you can do it in a few hours. You will develop into a more punctual and obedient person over time. Simply stop the distractions and concentrate on your objectives. As a result, life is made easier because there are many things for us to do. For enjoyment, we require downtime. We have a household. Without a doubt, we'll require a period to spend with our family. All these things are a part of our daily life. All we need to do is efficiently handle it. Although life is not always easy, it can be made easier by effective time management. The ability to manage one's time well is crucial. Therefore, it makes sense that we should be required to acquire this talent since it is necessary for us to do so in order to fulfil the life goals, we have set for ourselves. Working smarter, not harder, using time management enables you to accomplish more in less time and seize greater chances. To make the most of your skills and organise your day effectively, time management is essential. Work smarter, not harder, with the aid of effective time management to complete more work in less time.

CONCLUSION:
 Time management is crucial for the effectiveness of the task. You must improve this talent if you want to attain your goals, as I said above in the report. Simply keep your attention on your objectives. By employing specific tactics like making decisions, being organised, prioritising the things in your life that you truly want to do, controlling distractions, and by utilising various techniques like taking notes on paper, setting alarms and reminders, and setting deadlines for yourself. Consequently, you can simply enhance your time management by employing these approaches. Management of time skill is helpful in future. When, you will do the whole tasks according to the schedule that you set up for yourself, you will save the time foe the other work that you really want to do. So, we all must develop this skill in our life in order to get success. Future success depends on your ability to manage your time. You will have more time for the other job that you truly want to perform if you complete all of your chores in accordance with the plan that you have established for yourself. Thus, in order to succeed in life, we must all learn this skill.
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