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1. Introduction

 As a student, organising and planning the study time can be challenging when there are so many demands in their life. Most of the students also have a personal life, they have to eat, sleep, spend time with their family and friends, and more other day-to-day basics activities. Moreover, they have to focus on being students, preparing several assignments, manage competing with deadlines, and all of these can lead to time consuming diversions (Cottrell, 2019, p. 123). All students may experience at some point the feeling of being under pressure or that they waste time (Cottrell, 2019, p. 123). Therefore, time management is the key factor in suppressing and organizing the time, so they will not feel overworked or strained. This report will discuss Cottrell (2019, p. 123) statement that in chapter 6 of her book titled The Study Skills Handbook,  students are provided with tools, strategies and approaches, that will help them to evaluate, organize, save and decide how they want to use their time.

2. Summary of chapter 6

  Time management matters and is very effective when being systematic in thinking, developing, working out and planning you time. Students need to decide how they want to use their time and how to find out the time requirements (Cottrell, 2019, pp. 127-145). Thus, knowing exactly how much time you want to allocate to study will help you develop the skill needed.The required time can vary for each student, it mainly depends upon their prescription, is the work is hard or not, if they want to gain a higher mark, how easy they can get the work done and the list can continue. Cottrell (2019, pp. 127-45) explains that when you are a student it can be very demanding, as you need to take care of many things in one day or several. Clarify the passing time and write down everything you have to do on that day or days, such as travel, study, spend time with family or friends, exercise, sleeping and so on. It is very good to monitor the time you want to offer for studies, set an alarm according to your plan and respect as, as this will help being more accurate with the estimate time you plan in the future. Keep in mind that sometimes when allocating two hours for studies, might not be actual two hours if we take in consideration breaks, interruptions and time wasted on something that can distract you. According to Cottrell (2019, pp. 127-145) prioritizing is the ability to recognize and plan the most urgent activities you have to get done which can be crucial when trying to plan. Hence, the key when planning is to keep a diary or a planner where you need to have all the dates and goals you want to accomplish in that day. Make a ‘to do’ list, and make it work only for you. If there is need to add something, add it, if you need to change anything, change it, keep it all the time with you and read it before going to bed and in the morning. Reschedule anything you failed to accomplish and make the notes visible and be specific,  so the second time they would not be missed. Keep you plan real, do not assign activities you know you would not  be able to complete and do not plan any other activities if there is no space in the diary. Having a break when studying can reduce the stress accumulation, chose the time that is suits you the best and integrate longer or softer breaks, as it can be very effective. In accord with Cottrell (2019, pp. 127-145) time management techniques and strategies can be applied to achieve what you proposed. Work on your own rhythm and focus the mind before starting or moving to the next task, set earlier deadlines in case something might intervene in your schedule and keep the track of the time by using a timer. When studying online be aware of the addiction that may occur and monitor the time given to online studying, as if you overwork you will lose the time allocated for the other activities. Save time when making or looking notes, when reading, thinking and writing references and do not loose time when organising the information. Do not let distractions interrupt or sabotage you when deciding and executing your plans , as this might have a bad impact when trying to accomplish your short or long term goals.(Cottrell, 2019, pp.127-145)
     
3. Benefits of time management, both professionally and academically 

In the opinion of (Chaudhari, 2022) time management improves efficiency and by that increases productivity, if students understand how to manage their time, life will become balanced and practically everything will go well. Second benefit is making good decisions, being in a rush, sometimes it can make you worry and you make feel like your taking the right approach. It is beneficial to self-reflect, understand what you need to get done and put it in practice. Now days everyone can feel stressed, may be home related,  academical related or work related, it is important to not panic and look out for the positive aspects in life, them move to the next task even if you do not feel like it. Therefore, this is exactly where time management applies as it is well known for reducing stress and anxiety accumulated when trying to complete a goal. 
Time management will force you in a away or another to acknowledge more facts about life as a student and as a professional, as it can push you to adopt new challenges and develop new opportunities. This tool will direct you to learn other methods and maximise your potential, while assisting in keeping away from distractions that may lead the way to confusion. The key to success is not only about working or studying constantly, it is also about the life activities that makes you happy. Your dreams can only become a reality if your according time and effort to make them come true. Disappointment can come in different forms and can be prevented if you practice time management. You do not need to sacrifice one goal to complete the other, frustration can occur if you do not realise what you proposed for yourself, so make them work together. “If we successfully manage our time, we can stay away from these step backs” (Chaudhari, 2022).

4. Conclusion 

“Time is the most vital element of human life. We all have arrived in this world as guests” (Chaudhari, 2022). Time management is the key for academical and professional success and helps in developing skills and opportunities in people’s life. It reduces stress, anxiety and assist with organising and planning the most important activities trough out your day. 
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