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1. Introduction

Time management is a way to achieve academic success (Cottrell, S.).

According to Brian Tracy (2013), the ability to manage our own time, as well as other areas of our career, will determine whether we succeed or fail. Therefore, time is an essential and unique asset to achieving our goals. Good time management means that you have total control over a succession of events that are important to you.

Time is limited. We have a certain time to achieve our targets and live our lives, so anytime we do not manage our time accurately, we lose time allocated to enjoying our lives. (Mancini, M.).

Lakein (1973) defines time management as a process of discovering needs, setting objectives to accomplish these needs, and planning a strategy to reach the targets.

This report includes a summary of a `Time management as a student` chapter from the book written by Stella Cottrell (2019), ``The Study Skills Handbook``. It will also define time management, the key factors to managing your time, and the importance of good time management as a student in personal and professional life.



2. Summary of Chapter 6 from `The Study Skills Handbook`, Cottrell, S. (2019)

 

According to Cottrell (2019), as a student, it is your responsibility to manage your time accordingly, and this can be challenging. It is expected to experience many requests and deadlines and also to lead your daily life. Feeling under pressure and thinking you may waste time may be a signal that you need to enhance your time management skills.




Every student has their own study pattern, but academic success depends on how much time is reserved for study and how well the time is actually used. Allocating sufficient time for study and using the study time effectively is likely to help you accomplish your goals and have a successful academic journey.

Good time management gives you the opportunity to successfully achieve your goals. However, using time effectively gives you the opportunity to save time you could spend with family and friends, studying more for exams, or working.

In her book `The Study Skills Handbook', S. Cotrell (2019) proposes ten steps for effective time management, such as being systematic and discovering your requirements, comprehending your priorities and deciding how to effectively spend your time, having a plan and fulfilling it, using the time management technique to help you discover which one works for you, deciding how well you use your time at the moment, controlling distractions, and ensuring that everything works for you.

Being a student means that you can face many demands that can take away your study time. Therefore, there is a need to see where your time goes. You can do this by keeping a diary, including everything you do for a few days, and charting them in a circle. Make another circle to draw how you want to spend your time daily and compare them. Be aware of what tasks are taking too much time and adjust them accordingly (Cottrell, 2019).


Cottrell (2019) underlines the need to prioritise tasks daily, weekly, and yearly. Make a `To Do` list and highlight the most important jobs; decide how much time you need for each of them; and include the tasks in the timetable. Minimise the time waste and time each task realistically.




In Chapter 6, Cottrell (2019) recommends using time management techniques such as time blocks, mixed methods, or online study. Some students study better late in the night, some are more accurate in the morning, others can focus on the tasks longer or shorter, or they need a break every thirty minutes. Organising your study time at your most productive time will keep you focused on the task, help you work successfully, and minimise time waste (Cottrell, 2019).




In ``The Study Skills Handbook`` by Cottrell (2019), the author introduces ten strategies to save time, such as writing notes highlighting headlines and saving the files on a software such as Dropbox for easy access, taking advantage of the spare moment to fulfil some easy tasks, using the skimming method when researching for information, making notes with all the resources used for references, utilising word counting software, saving your new ideas in a file to access them when needed, categorising your information, avoiding writing the same idea twice, and finding a friend to discuss ideas and share opinions.

``Effective study depends on having your state of mind, space, time, and materials organised in the way that best suits your learning`` (Cottrell, 2019).

Time management is a fundamental skill a student needs on the academic journey, even more so when there are more commitments to attend to, such as family, work, volunteering, and sports. Good comprehension and planning, along with a well-organised timetable, help students manage their time accurately, giving them the opportunity to achieve their goals and have a successful academic journey (Cottrell, 2019).


3. Evaluation of Time Management

Mancini (2003) defines time management as ''a series of choices''—an ability that allows you to make a difference between your needs and your preferences. Good time management demands good planning and setting priorities.

``Time management is a concept that deals with the effective management of time`` (Kapur, R. 2018). People are very busy nowadays and can feel stressed and under pressure sometimes. To avoid these circumstances, they need to manage their time effectively, resulting in more relaxing time, happiness, and success (Kapur, R. 2018).

Effective time management brings academic performance, and it is seen as a ``buffering`` effect on stress (Misra & McKeen, 2000), leading to low stress and anxiety in students (Kearns & Gardiner, 2007). However, some students cannot cope with academic tasks and their day-to-day lives (Van der Meer, Jansen, & Torenbeek, 2010), resulting in time mismanagement, a lack of sleep, and a high level of stress (Hardy, 2003).

In order to use time effectively, many time management techniques have developed over the years, such as Pareto`s Principle, the Eisenhower Matrix, the Pomodoro technique, and many others.

Time management techniques can improve performances, enable people to plan in advance, increase productivity, and enhance people`s lives.

· Time management technique

 
To-Do List

Writing down the task you need to perform can help students organise their time more effectively. It can lower the level of stress and give the students a feeling of achievement. It may be organised after tasks are ordered as well as put together if they have the same level of emergency (Cottrell, 2019).

B.	Eisenhower Matrix

The Eisenhower matrix technique is a tool to organise time by emergency and the importance of the tasks. This method prioritises tasks into four priority stages:

``Important`` and ``Urgent``
``Important`` but not ``Urgent``
``Not Important `` but ``Urgent``
``Not Important`` and ``Not Urgent``

(Ngandam, M., Alfred, H., Tchindjang, M., Mfondoum, V., & Makouet, I. 2019).

 	C.	Pomodoro Technique

The Pomodoro Technique is an easy and effective tool to manage time as a student. It helps students increase their performances by using a study block time of thirty minutes followed by a five-minute break.

 
4. Conclusion

Time management is a very important skill in the academic journey. It is extremely easy to believe that there is enough time to complete the student task and postpone the study time or mismanage the time. However, the techniques described above in this report are effective tools to manage time accurately and to help students perform their tasks and achieve their goals (Cottrell, 2019).

Manage time effectively to assure planning and managing every day priorities (Pettit, 2021).
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