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[bookmark: _Toc113365915]1. Introduction 
The Cottrell book of time management inspires and motivates today’s generation to shape their future in a good way, and built good habits and make a very good use of their time in their works, everyday lives and in their studies. The book contains about fifty ways to maintain the time in everyday life of the person alongside making a very smart use of time and commit new ideas in development of the youngsters. This book mostly helps the students to use different time saving techniques, to manage their goals and finish each work in particular time period as before the deadline. 
The book helps the students to identify their distractions of life which are very potential, managing the procrastination which will lead them to take actions which will lead them to stand in a very good position in their life. So the Cottrell book of time management is a very helpful book for the people in todays generation in which they can knew about how actually they can manage their time, and it also contains fifty ways of time management techniques which every person can use in their day to day life to achieve a great potential success in their lives.
[bookmark: _Toc113365916][bookmark: _c73wnba5ltbd]2. Discussion and analysis
[bookmark: _Toc113365917]2.1 Time management
Time management refers to the method of planning and coordinating how to allocate the time among multiple events. If people get it right, people will also find themselves working significantly more intelligent, not harder, to accomplish more done in less time even when time is limited and stresses are high. Time management entails smartly organizing the time (Isai et al., 2020). So that individuals can make better use of it. Managing time effectively results in higher productivity, less pressure, and more advantages to do the things that are important. Time Management, on the other hand, makes reference to continuous improvement of processes time so that the appropriate amount of time is apportioned to the appropriate activity.People with time management skills can allocate particular time spaces to the operations based on the significance and importance (Kumar and Aithal, 2019). 
[bookmark: _Toc113365918]2.2 Importance of time management 
Time management allows individuals to prioritize the tasks and ensure that individuals have sufficient time to finish each undertaking. When people are not in a hurry to finish something before a time limit, the quality of the output improves. People are more in control when they handle their time more effectively and wisely. Individuals can come on time and avoid last-minute surprises (Kumar and Aithal, 2019). Individuals are also more effective and ready to cope with whatever life throws at them. Individuals are becoming more comfortable and much less stressed. Time management can assist people to become a more dependable employee who consistently commits high-quality work on time. As a result, you will become more useful as a worker and the professional reputation will enhance, that can aid to find opportunities to gain success and can expand the career in the future (Kumar and Aithal, 2019). 
[bookmark: _Toc113365919]2.3 Time management in professional life
Time management is a strategy for making better use of time. Assemble the professional and personal work based on their importance and urgency and set priorities a most critical and pressing tasks first, accompanied by less urgent but its still fully productive activity.Enhancing the time management skills in professional life will definitely enables a person to improve the productivity and accomplish the main objectives with a little less initiative and more appropriate ways (Gregg, 2018). Inability to control time or poor task management skills at work, on the other hand, can result in missed deadlines and appointment scheduling. Lack of concentration and unproductivity. Skills for time management assist a person in avoiding pressure and getting sufficient sleep. This has a significant influence on the quality of the decision making, which impacts almost each aspect of one's life from progression of career to the relationships, social life, and friendships (Gregg, 2018). 
Time is one of life's greatest treasured possessions because it cannot be replaced ever . As a result, time management is among the most important personal life skills to master. After all, time management is synonymous with personal life management. The goal is to understand how to make each day rely on something productive (Rosenberg, 2018). But it takes some getting thoroughly sick of procrastination and a significant amount of self-discipline. Perfecting time management benefits more than just efficiency. It can also have significant health advantages.When people manage the time wisely, you relieve anxiety and enhance the overall quality of the personal life. If you are frequently exhausted by the daily responsibilities and workload or overpowered by the difficulty of tasks and projects in the daily existence, it is most probable because people are not completely master in effective time management (Rosenberg, 2018). 
[bookmark: _Toc113365920]2.4 Time management in academic life
As the attention is focused and students are not wasting valuable time on interruptions such as social networks. For example, efficient scheduling enables students to accomplish extra things in less time. As educators cross objects off one‘s to-do list, effective time management helps to reduce stress. Time management is becoming progressively crucial for academic skills for students (Richiţeanu-Năstase, Stăiculescu, and Lăcătuş, 2018). While students may long for just a simpler time once time seems to really accelerate more slowly, the circumstances of involvement in modern Western society necessitate the younger generation to be efficient and productive. Students can finish one‘s assignments on time, remain active in the learning process, and have more time to engage in activities that are crucial to the students, such as sporting events, interests, youth leader, and spending best time with family and friends (Richiţeanu-Năstase, Stăiculescu, and Lăcătuş, 2018). 
[bookmark: _Toc113365921]2.5 Skills that I have improved 
Multitasking, scheduling, strategic thinking, and time management skills are improved and also want to enhance these skills mentioned above in the future also. Strategic thinking, multitasking, and time management skills are highly important or necessary for both academic life and professional life. These skills can help to manage the time and can remove unnecessary movements. So, this will help to save the valuable time. Somewhat, these skills have improved and enhanced the core skills and still want to enhance these skills more effectively. So that it can help in cooperating with multiple tasks at a time and can deliver the task on deadlines. This will also lead to increase the overall efficiency and productivity in both academics and professional life (Covaci et al., 2019). 
Time management skills are very beneficial, I can also spend time with my family and friends after managing all other tasks and activities both in academic life as well as professional life. This can lead to spreading the importance of time management in a real life whether it is personal life or professional life (Covaci, 2019). As multitasking skills are important as being efficient and quicker throughout the work can result in increased performance and different tasks or activities can be completed on time. This skill also provides higher productivity and better results or outcomes. The complex work can also be completed with efficiency and effectiveness with the skills of time management, scheduling and strategic thinking (Gul et al., 2021).
[bookmark: _d0xjh03amkmi]On the other hand, I have learnt from this source the exact meaning of time management and its importance in both academic life as well as professional life of a person. Time management is very important for everyone in their lives. Managing different activities can result in battle productivity and best results in future. During the reading of this source, I came to know that time management is necessary for completion of a project or a task on time with full efficiency and effectiveness. This can also provide a better result of that project or task with proper time management. I also came to know that time management can also help to reduce stress and the workload in both academic life and professional life (Gul et al., 2021).
[bookmark: _Toc113365922]3. Conclusion
The essay is a comprehensive study on the basis of the time management and importance of time management in academic and professional life. Time management is necessary for managing and setting goals and multiple tasks and fulfil them effectively. Time management can result in the best outcome of the work which is done by practicing and learning it in various ways. Due to the management of time, tasks can be completed as per the deadlines. It also provides better opportunities for the students in the academics to enhance the skills and abilities and can implement those skills in the future for better results and performance in their everyday life
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