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      Introduction

For the term Academic Skills, I define that set of knowledge and skills that are needed for a student to reduce the weight of lessons and assessments.
Time management, as the name says, create planning your schedule and maximizing your everyday activities. It is the capacity to make efficient use of each hour. Time management not only helps us finish our work but also leaves us with plenty of free time. When people learn how to efficiently manage their time, they can work more productively.
      In this report I will discuss in detail the Time Management topic studied in this module.
      The analysis will be focused on a university resource book, called "The Study Skills Handbook                                          (Cottrell,2019), with references about the chapter "Time Management as a Student".
I will talk about and analyze these tools and recommendations for learning, mentioning theories of past authors who have left very important memories and sources.


Summary of the book 

Stella Cottrell, million-copy bestselling author, has produced the "The Study Skills Handbook". This book will encourage and inspire readers to develop new routines and make efficient use of their time in their education, employment, and daily life. Providing recommendations for things to do and think about, as well as opportunities to reflect on, choose, and commit to new ideas and behavior and exercises. It teaches students how to adopt time-saving tactics, create reasonable goals, and pace their studies to meet deadlines. It also teaches students how to recognize possible distractions, control unproductivity, and take action that will help them in their academics and careers. This chapter teaches how to understand the importance of effective time management to have an adequate study journey.
It also shows how to understand how much time is needed for each individual task or study program, giving a clear sense of how to use the time immediately and how to plan projects for the future.
Thanks to tips, tools, and exercises this chapter helps you save your time while you are studying and be more productive.
Use time management methods to save time and make the most of all your study time, making an enormous use of your time by organizing your time.
      Important lessons from the book 
EVALUATE
Surely this chapter clearly reflects what Cottrell wanted to express, with a very simple book full of tips and exercises. 
The book has a very simple method to follow, at each topic there is a reflective section with exercises and experiences of other students. The way the book expresses the concepts is very simple and straightforward, making learning much faster.
The examples Cottrell provides with student experience stories and self-evaluation sections are very helpful and easy to understand.
While reading the book, I have always found myself confident, feeling that I understand the chapters very clearly.
Having already studied Time Managing in the last school year, I felt easier reading this book.
Furthermore, I found the words and the language of the book very simple, perhaps too simple for my school year, but surely this has benefited me in learning.
In addition to the use of drawings, experience stories and self-evaluation, I was able to test my current level of Time Managing, also by answering reflective questions proposed at the bottom of the pages.
Reading this book, I realized that I have to change my style and the way I study. I often have time wasted due to distractions, which cause shifts in my schedule for the day.
I understand that it is essential to make a daily list every day and a thing to do list for also a approaching plans or deadlines.
However, I still cannot complete all my tasks on time, but I am sure that with this book I will be able to do so.
I would like to highlight on one page about reading some stories from other students about how they manage their time, I found a very interesting one that I will use as inspiration.
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Respecting my time will allow me to save money and manage my task more efficiently.
When I properly evaluate my time, I will be rewarded with increased utility of my time - also my health will be recognized being less stressful, and I will likely spend more time on my preferred hobbies.
Prioritize my activities by determining which tasks require immediate action, long-term attention, delegating abilities, and deliberation.

The volume of pressure caused by a full-time job and lot of assessments to do is often difficult to handle, and there are so many distractions in the modern life that I find it easy to lose concentration and struggle to complete my assignments. I should use a management method to assist avert these issues.
In this book I have noticed that very basic techniques have been used, which can be ineffective for personal growth, leaving out many theories written by American Presidents or important analysts and tools for time managing. The first I would like to mention is Eisenhower Matrix.
"I have two kinds of problems, the urgent and the important". (Eisenhower)

Famous phrase quoted by the founder of this analysis tool, the 34th president of the United States, Dwight D. Eisenhower.
He invented Eisenhower Matrix, a tool based essentially on a visual in the method of managing things to do by dividing them into four cubes, helping to prioritize the order of execution. He helped me to visualize my tasks in an urgent / non-urgent perspective.
I use technology a lot to automate my tasks, there are apps on my phone that with notifications can help manage them more efficiently. Using a time tracking tool can help me to identify areas of my work that I am spending too much time on. This helps me improve my productivity.
In addition, I would also like to talk about the 80/20 rule, a principle observed by the Italian economist Vilfredo Pareto, and in according to Betterexplained.com originally, the Pareto Principle referred to the observation that 80% of Italy's wealth belonged to only 20% of the population.
The theory explains that 80% of the effects of a given decision or action come from 20% of the causes. It is the idea that 20% of the actions are responsible for 80% of the results.
This theory helps me prioritize the tasks that are most effective at problem solving.

By discussing the techniques mentioned in the book, my management skills improved, finding the             exercises and topics very interesting, improving my control over where my time goes and how I use it      and be proactive in thinking about how I spend my time.
I must follow the 10 steps; I cannot simply expect that time will resolve problems without take any action and be conscious of the course's time demands.
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I must arrange and plan my time, understanding how and why I want to spend it, and I must utilize a methodical diary or planner.
By mapping and tracking my use of time, I have learned to track my estimated time and the time I actually use.
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I also found a topic about where all my time go very useful.
Using a time circle based on hours I write how I use my time and then I make another one with writing instead how I want to pass the time.
That`s my example of how I spend my time and how I want to use my time.
                         
                       
                   How I use my time                                        How I want to use my time
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Conclusion 
I highly recommend this book, especially to those who have just started a career in business and management studies, but also to those who are workers and need tools to improve time management.
Very often I have overlooked the importance of time management, thinking that there were no tools to analyze and monitor time, but thanks to this book I can now be able to manage my life in a more orderly way. 
In your studies, Cottrell's book can help you work more efficiently and acquire effective time management skills.
Cottrell provides techniques and concepts including the Time Circle approach and the 10 stages to better time planning and study prioritization.
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