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Introduction
This essay will discuss the topic of topic management. Time management is an essential requirement in various aspects for the efficient running of the activities as planned by the person in the working and social environment. Time management is the fundamental process by which a person organises and plans the time spent doing or performing various activities. Time management is considered an important aspect in the social environment as it allows a person to be exceptional under the time pressures of life. This requires the use of the mental tools that help in time management resources. Time management requires the balancing of the various demands in relation to work responsibilities, social life, family issues and demands, managing the time and personal interests, and the commitments and responsibilities that the person is required to undertake in the aspect of the time frame (Bhui et al., 2016).
The effective use of time gives the person a choice in managing their activities in relation to time and expediency. Time management is situated and designed with the tools, techniques, and various methods that help in the management of the various activities and projects that are determined through the project completion in the scope of time. Hence, time management is effective when it creates an environment that is conducive to effectiveness. This is considered cost-beneficial and leads to quality results due to the completed tasks (Broadbent et al., 2017). The implementation of the goals is also an effective time management strategy as the person is fully focused on the accomplishing of the objectives and aims of the given task.
A summary of the book
According to Cottrell, S. (2019) in the book entitled Why Time Management Matters; the success of the student in academic progress is highly and strongly affected by the combination of two time-related factors, which are how much the student spends time and how well the time is used in the academic process. The more time that is spent by the student in the study process of the academics, the greater the success in the academic process. The book also reviewed the steps that can lead to time management, and this includes the aspect of being systematic in time management and finding out the time requirement. The individual is required to clarify how they use their time and decide how they spend their time by prioritising the things that require the most attention (Cottrell et al., 2017). According to the book, the other aspect of time management is the ability to do the task in relation to the plan that coheres to the specific goals. The use of time management techniques can also assist a person in adhering to effective time management and managing destruction and procrastination. And lastly, the book implies that there is a need to monitor and keep checking the time application in the work of the academic and social aspects of the life situation.
The book also reviewed how much time is required for a student to study. The nominal and actual hours have been discussed in this section from the standpoint of the general assumption of how long it takes to cover the work at the level of study. There are factors that determine the time required for the student in the academic aspect. These factors include how much time is required for the additional time in undertaking the interests and gaining the higher marks. Time management is beneficial in the aspect of great productivity and efficiency in the tasks that are being undertaken; there is less stress in performing the activities; there is an increased chance of the advancement of the activities in performance; and the last advantage is that there are more opportunities for someone to explore life and career opportunities (Jaeger et al., 2020). This brings the source of happiness and the relaxation mode to help a person have better thinking. This puts a person in a great position to help others achieve their desired goals and targets.
 
Important lessons
The book was very useful in its explanation of time management in the aspect of academic purposes. According to Cottrell, S. (2019), there are effective steps for effective time management. The need for effective management is important as the person is considered to have effective discipline in time management. The need to be systematic can aid in time management, and this aids in thinking about how time can be managed in a productive manner. Time is helpful in achieving the priorities set by the student. The person is required to make effective decisions on how he or she will carry out the task on the aspect of time management to avoid anxiety and tense issues with the aim of performing the given task and completing it within the stipulated time (Zheng et al., 2019). Hence, the book is effective in the explanation of how to use time effectively to avoid time wastage in the aspect of academic management to ensure that there is high and effective time usage in achieving the goals by the student.
I also learnt that the factor in time management is to learn how to quickly get through the work and whether they are finding it hard or easy to study. The book also touched on effective planning and diary keeping, which saves valuable time in the academic aspect. According to the book, it is needed to make the planning work for the effective management of time. The use of the planner and the diary is considered to be effective only if there is a need to keep them up to date on how to use them. I will be required to write essential appointments in pencil so that they can make the changes easily (Watanabe et al., 2020).
Reflection
Through the book, I can be able to improve my time management skills through following the steps that have been stated in the book on effective time management. This includes analysing and putting into practise the ten effective strategies that can help me with time management. I will always be systematic in my time usage to ensure that I use the time effectively. This is accomplished by facilitating my understanding of the thinking required for me to avoid such an hour of confusion. I will also find out the time requirements for the aspect of the activity that I am required to perform at a specific time. This is done through finding the pattern of the activities that I am supposed to perform in a specific timeframe (Tran et al., 2018). 
Setting the priorities in my time management strategy will enable me to have a basic plan that will guide me in the undertaking of the activities that I will be expected to undertake. I will be able to manage and eliminate the destruction so that I can perform my activities in the aspect of building my understanding of the usage of time. This is despite the best intentions that the person is required to comply with in the case of time management.
The other technique that has been mentioned in the book and which I consider useful in time management is complying with the stated goals that have already been set for a special time. The application of time management techniques such as experimenting with ways of saving and managing time will also be put into practice. This is coherent with what is considered to work for me in the aspect of time management (Cottrell et al., 2019).

Conclusion
In conclusion, according to the book on time management skills by Cottrell, S. (2019), time management is the basic process in which the person organises and plans how he or she will divide the time spent doing or performing various activities. The application of effective time management is helpful as it promotes effective working skills and higher academic achievements. The application of the time management skills and the techniques is helpful in the various aspects of social relations, financial relations, educational purposes, and the psychological wellbeing of the individual.
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