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  TIME MANAGEMENT FOR PROFESIONAL AND ACADEMIC SUCCES
[bookmark: _Toc129450595][bookmark: _Toc129450606][bookmark: _Toc129450701][bookmark: _Toc129450724][bookmark: _Toc129450979][bookmark: _Toc129451671]1 Introduction

Time management skills help to reduce stress and prioritize time. Managing time effectively is a critical skill for achieving success in both professional and academic settings. In today's fast-paced world, individuals who can manage their time effectively are more productive, less stressed, and better able to achieve their goals. The purpose of this report is to understand practical advice and recommendations for managing our time effectively, both in academic studies and in our future careers. 
In the very first part of the report, we will discuss the importance of time management tools for a successful study; “time management =study success. The success as a student will be strongly affected by the combination of two time-related factors: how much time you spend studying, also how much you spend studying”. (Cottrell, 2019) In the second part of the report, we will discuss the benefits and strategies of effective time management. Finally, by following this process we can implement time management techniques, and eventually manage time more effectively in day-to-day student life.
[bookmark: _Toc129450596][bookmark: _Toc129450607][bookmark: _Toc129450702][bookmark: _Toc129450725][bookmark: _Toc129450980][bookmark: _Toc129451672]2 Time-management

In order to organize how much time is spent on various activities, time management skill is essential in personal and professional life therefore making a daily plan is fundamental. “Checklists provide a simple but effective way of drawing together, and keeping track of, everything you need to do”. (Cottrell, 2019)
[bookmark: _Toc129451673]2.1 Importance of time management tools
In the book "The Study Skills Handbook", the author explains the POMODORO Technique to help to stay motivated, track progress, and increase productivity; so, we can be able to break down our work into manageable intervals and avoid burnout from long periods of continuous focus. After choosing a task such studying for an exam, we set a timer for 25 minutes, that is called "Pomodoro”; and this is the amount of time we will focus on the task. Avoiding distractions, we concentrate during the 25-minute Pomodoro followed by a 5-minute break, after we are going to repeat the process. After every fourth POMODORO we can take a longer break of 15-20 minutes.
Setting goals that are specific, measurable, achievable, relevant, and time-related (SMART) goals for each task or project will help us to stay focused and motivated.
[bookmark: _Toc129450597][bookmark: _Toc129450608] Managing their time effectively, avoiding procrastination, using study groups, understanding the importance of breaks and avoiding distractions, students can increase productivity, reduce stress levels, and achieve their academic goals more efficiently. 
[bookmark: _Toc129451674]2.2 Benefits and strategies of effective time management 

The benefits of time management refer to the positive outcomes that individuals can experience by effectively managing their time. 
One of the benefits of using time skillfully can help to complete assignments and study more efficiently, leading to better grades. For example, when we have a deadline report, scheduling extra time for this task can increase confidence, helping to remain calm consequently managing the workload, reducing stress and anxiety.
Using time management strategies is bringing down the hours spend worrying whether the work can be finished, in addition planning breaks helps to recharge, increases focus and productivity, and reduce burnout as a result time can be used in other areas of life, gaining more free time, pursuing other interest such as spending time with family. 
Better preparation: Effective time management can help students to prepare for exams and assignments more thoroughly, in short guides individuals to accomplish more tasks in each period, which increases their productivity and efficiency.
Scheduling hours can lead to improved decision-making in various ways. For example, when a student or professional has a big project due in a week and needs to be finished on time is important to make several critical decisions about the project's timeline, or scope and budget for the specialists. Without effective time management, both for academical and professionals can generate panic in making decisions at the last minute, feeling overwhelmed and stressed.
However, if prioritizing the task of making these decisions early in the project timeline, it will give more time to research, consider all the options, and make a well-informed decision. By allocating specific time slots on the schedule to work on these decisions, it can ensure that we will need enough hours to think things through and avoid making hasty decisions. Furthermore, by breaking down the decision-making process into smaller tasks and scheduling them over a few days, both professionals and students can find more time to reflect on and evaluate their options. This can lead to more effective decision-making, and to consider all the pros and cons of each option and make a more informed choice.
Nevertheless, by adopting effective time management strategies in university or work, such as prioritizing tasks, scheduling work, and delegating tasks to others, the use of working schedule can be optimized and free up more time for other activities. For example, we might schedule our work in such a way that we finish all the critical tasks during regular work hours, leaving evenings and weekends free for other activities.
[bookmark: _Toc129450598][bookmark: _Toc129450609][bookmark: _Toc129450703][bookmark: _Toc129450726][bookmark: _Toc129450981][bookmark: _Toc129451675]2.3 Time management technique in the student life 

In the book “The Study Skills Handbook” we can find a time management technique called the “Time Matrix”. This technique is dividing tasks based on their urgency and importance:
1. Urgent and important tasks, that need to be done immediately in a student case studying for an upcoming exam.
2. Important but not urgent task: these are tasks that are important for long term goals but can be done another time like researching for a project that is due in couple of months. 
3. Urgent but not important task: these chores need to be done immediately but are not critical, to be productive as a student we must avoid checking social media or responding to emails that are not urgent. 
4. Not urgent and not important tasks: these pieces of work that are neither urgent or important can be eliminated, like watching TV. 
Stella Cottrell points out that students should focus on task 1 first, followed by 2. The author recommends not spending too much time on tasks number 3 and try to eliminate or delegate tasks number 4. 
By understanding and implementing these time management techniques we can prioritize our tasks, stay focused and make the most of our study time. 

[bookmark: _Toc129450599][bookmark: _Toc129450610][bookmark: _Toc129450704][bookmark: _Toc129450727][bookmark: _Toc129450982][bookmark: _Toc129451676]3 Conclusion

In conclusion, using time management effective is crucial for both professional and academic success. By controlling their time constructively students and professionals can prioritize tasks, set achievable goals, and increase productivity leading individuals to avoid last minute stress and procrastination helping them to have better results in the activities they carry out. 
As a student I understood that is important to experiment different time management techniques to find what works for my individual needs. In order to make a balance between studies and work, I tried to sketch ideas on the bus on my way to work helping me at the end of the week to have a plan to start from and save time. To-do-list, a clean and organised desk it makes me more productive and focused on my work. Without using time effectively, we might find ourselves constantly working and unable to enjoy other aspects of life, such as spending time with family and friends, pursuing hobbies, or taking care of our health. Time management increased my confidence by using time wisely, allowing me to balance the academic responsibilities with other aspect of life such as family and work. 
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