Essential Skills for Study and Employment

[bookmark: _Int_LV3QlLqG]From 2022-2023, I am at University of Wales, Trinity Saint David, trying to learn all the computer skills and what I need in my daily life.
The practise of managing and planning how to split your time between various activities is known as time management. If you execute it correctly, even when the timing is right and the pressure is there, you will find yourself working smarter rather than harder to accomplish more in less time. The people have outstanding time management skills.
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Time management can be as having control over time.
It can also be described as how an individual or group achieve their targets or over, you must divide your time between different tasks and prioritize a period. (Hellsten, 2012). George (2012), states that without clear goals and set tasks, the management of time is meaningless. To be wise you must divide your time wisely between different tasks prioritising the most important ones first. 
There are 5 key elements to time management, and they are; to set reminders for all your tasks, create a daily planner of reasonable tasks, give each task a sensible time limit, block out or eliminate distraction and establish a consistent routine you can, however, have lack of time management skills due to personal distraction or not being able to meet dead inns for other commitments. You can also become frustrated due to this as stayed by Mackenzie and Nickerson (2009).  
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I will need effective time management in my future career as it is a crucial element when working towards goals for myself or for a company I may work for. It will also help me become less stressed with daily tasks. I will be able to achieve goals much quicker with an effective and realistic schedule. It is reported that those who can manage time have a high quality of life. Women are more prone to time management than men due to their higher perception of work and family commitments and lower commitment to their mental and physical well-being Angles (2012).
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