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According to Lay & Schouwenburg (1993), time management is a set of social skills that is a major key to succeeding in academic life. There is evidence to confirm that effective time management leads to a successful academic journey (McKenzie and Gow, 2004; Trueman and Hartley, 1996), as students develop procedures to overcome their daily demands.
Managing your time effectively as a student, is very important to achieving a memorable academic journey (McMillan and Kathleen, 2012).

As a student, you have to face many challenges, your time is always under pressure trying to deal with all the demands. In addition to your `day-to-day` life, there is extra study to do and assignment deadlines to meet, so it is extremely important to organise your time appropriately (Cottrell, 2019).
Therefore, students need to develop their own strategies, tools, and approaches in order to cope with student life and be successful. They need to assess how they use their time at present, consider what needs to be changed, and try to organise their time more efficiently (Cottrell, 2019).
According to Cottrell (2019), there are ten steps to effective time management:
•	Be methodical and plan your time step by step.
•	Organize your time in such a way that you can cope with all the requirements.
•	Discover what your demands are and plan your time accordingly.
•	Assess the way you manage your time at the moment.
•	Think about how do you want to use your time.
•	Decide on your priorities.
•	Plan your daily activities, including what you want to do and when.
•	Folow your plan rigorously.
•	Use Time management techniques.
•	Try not to waste your time. Do not postpone your task or avoid them.
•	Supervise that everything works for you.




· Time Management Techniques

There is no correct way of study, and very often students succeed in developing their own strategies that help them manage their time and cope with their learning. These can also involve time management techniques, which, when used accurately, help students with their studies (Moore and Sarah, 2010).
Studying and implementing time management techniques and tips can help students not only with their time management but also with their personal performance (More and Sarah, 2010).
There are a few popular time management techniques that students can use to manage their time more effectively and be successful:

1.  Pareto Analysis 
             The 80/20 rule was created by Vilfredo Pareto in 19th century and says that 80% outcomes are a result of 20% of actions. The idea behind the Pareto Analysis is to identify the most important problems and enable a substantial improvement with minimal effort (Alkiayat, M, 2021)
2. Pomodoro Technique
This study technique was created by Francesco Cirillo in 1980s, when he was a student.  Its name comes from Francesco`s tomato-shape clock, which he used when he was a student. Pomodoro Technique focuses on short study times with planned breaks in between. It has five steps, which include:
· Choosing your task
· Set the study time
· Focus on your task until the clock rings
· Take a short break
· For every four pomodoro study intervals, take extended breaks (15-30 minutes)

3. Eisenhower Matrix

The Eisenhower Matrix was created by Dwight Eisenhower as a necessity when he faced difficult times as president. This technique focuses on `urgent- important` tasks, and it is based on prioritising the tasks by classifying them according to their importance and urgency.
The technique organises the tasks into four quadrants and categorises them as `important vs. unimportant and urgent vs. unurgent` as follow:
· Urgent and important tasks
· Urgent but not important tasks
· Not urgent but important tasks
· Not urgent and not important tasks

             According to Cottrell (2019), an effective time management is equivalent with `study success`. 
             Time management is a powerful skill to fulfil your tasks as a student. However, it is very easy to overestimate your potential to accomplish your tasks, reschedule your studies and mishandle the time. The technique outlined above are powerful tools to manage time effectively and help the students fulfil their tasks and accomplish their objectives (Cottrell, 2019).
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