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1.Introduction

       People are confronted every day with different tasks to solve, at school, at work, even at home, with family members or friends, and face situations which require attainable solutions in a limited period of time.  According to Chansaengsee(2017) cited by Chaudhari (2022) disappointment in life can be avoided by practicing time management. Organising time can lead to increase productivity, achieving performance and goals, with less effort, while failing to manage it can result in lack of progress, procrastination, even missed deadlines.
        This raport outlines the importance of time management, both in personal and professional life, referring to The Study Skills Handbook; Cottrell, Stela; 2019, chapter six. The book is written for students, to learn and manage academic skills. However, time management is essential in achieving success in all areas of life.

            2. Summary

         Cottrell(2019) is describing in one chapter how important it is to manage time in a useful manner in order to cope with every day challenges, to feel successful and confident, to be able to make time for daily activities and friends, without neglecting the priorities. Although the author is addressing the book to students, describing techniques for better and easier learning, these can also be used in other circumstances; effective time management is a key factor both in business and life. Using time wisely by prioritising tasks, planning , avoiding distractions and procrastination, monitoring and understanding the waste of time, can increase efficiency, productivity, can reduce stress and anxiety and ensure the way to progress in personal life or career.

          3. Evaluation of time management

       Many researches have been made about how time can affect life, and had found different ways of managing it . Cottrell is one of the authors who wrote methods to ease the struggle and stress of people in dividing between daily activities. Among  other writings, The study skills handbook describes the importance of time management and ways to apply it. Time is success, if is valued and fully used, and is choice, if is manage correctly. “If you use time effectively, this gives you choice in how you spend the time saved”(Cottrell,2019). That means the spare time left after fulfilling  tasks can be divided between enjoying hobbies, friends, family or even achieving more goals or progress further in careers. According to Cottrell, there are ten steps to a good time management: 
1. Be systematic in analysing proper time using, in understanding time waste, in planning how to prioritise. 
2. Find out how much time is required to complete an action
3. Clarify the amount of personal time spent for a task
4. Decide how long should different activities last
5. Prioritise what is more important among the things to be done
6. Plan how to spend the time in an organized manner
7. Do the planned schedule
8. Apply time management methods
9. Manage distractions and procrastination
10. Monitor  all is going as planned  
         These steps of guidance for a good time management can be applied both in personal and professional life. The ability to manage private time can positively affect the quality of life, resulting in a calm, balanced individual, balance which will mirror in the professional life as well.
         Individuals are not the same, each with different way of coping in activities. From person to person, the time required to complete a task varies, depending on factors like: the interest in working harder ( for example more money, or more acknowledgement, or even more spare time), how rapid the person gets through the task, whether it is easy or hard, pleasant or not. Monitoring the expected time and the actual time of completing the duty can help to plan in future activities, realise and reduce the time wasted in other unnecessary events. In order to understand better where the time goes, Cottrell(2019) recommends to use the time circle, two circles that reflect the actual spending of time and the planned one. By comparing them it would reveal the wasted time and give the possibility to amend it.
           Another important step of the time management scheme is to set priorities. For that are required  checklists, to-do-lists , which should contain all the planned activities, arranged in order of urgency, importance, how easy the activities are, how enjoyable, and consider the amount of time needed to accomplish them. Also, a priority organizer could help, monitoring the tasks to do and the ones already done. In professional life, this kind of planning can be very effective to ensure the success of assignments, as it helps organize better, the professional  being able to focus on completing tasks and increase productivity,  not miss important  steps or appointments. As an individual, a to-do-list can make life easier, is important in organizing daily activities, or can be used as a reminder; for example health visits, social events, daily physical exercise,  even shopping lists or payment tracks. To follow the plans and assure effectiveness, Cottrell(2019) encourage the use of planners, highlighting the first tasks to be done, writing down the next steps, use real and current plans.
           An organized person has the ability to save time and avoid procrastination. Not having everything in place only confuses and distracts the individual from the purpose of the task, causing time waste, and missing important facts of the assignment. Cottrell(2018) states that a  mind clear of distractions can focus on the task in front. A common way of distraction has become the internet, the online browsing. In fact, people loose most time on “distraction that take just a minute” ( Cottrell, 2019, p.143), and delaying the task and not respecting the built plan can results in failing to complete in time, or do mistakes. Other forms of distractions could be games, personal interests, friends or family. Procrastination can be avoided by concentrating on the task, averting distractions, which can be postponed, explain to the others the importance of the plan and eventually ask for help in order to finish faster and save time for a brake.
            Time is an outstanding asset, but under pressure it is felt like a burden. It is necessary to pause and relax, and find a balance between life essentials and duties. Important for both personal and professional life is to stay fit and healthy, be happy, enjoy friendships, because when the body and mind get tired and distracted, these are ways to replenish the energy. The well being of an individual can sustain the ability to concentrate and cope with unexpected stressful situations. Time management has a very important role in decreasing stress and anxiety. Planning ahead allows time for health or social activities, also helps avoiding the pressure of the last minute and unfinished tasks. Being successful in achieving the expected results brings positive effects for personal self-esteem, self-confidence, beneficial for every human being. 
     
                   4. Conclusion
       
              An effective time management can maintain balance in life. The key feature of this skill lead the way to success in achieving goals and personal confidence. Prioritising, planning, choosing a fitting schedule, making decisions, avoiding distractions and procrastination, focusing on tasks, but also allow to rest, not to feel overwhelmed, tired and stressed, all these can increase productivity and efficiency, reduce time wastage, give a sense of fulfilment, and ensure the wellbeing of the work-life relationship.
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