


Many adult learners, including myself, are finding it increasingly difficult to balance full-time employment and higher education. I have personally dealt with the difficulties of attempting to study after long workdays because I work night shifts in a food processing business. Effective time management has evolved from a skill to a survival strategy due to the pressures of modern living, including personal obligations, academic obligations, and constant digital distractions. In a time when digital tools and online learning influence how we study, time management skills are essential for sustaining academic performance, lowering stress levels, and striking a long-term work-study-life balance.
According to Claessens et al. (2007), time management is the capacity to organise and regulate one's daily activities to complete tasks and objectives. Strong time management abilities can greatly enhance academic results in the educational setting where learners must balance lectures, assignments, readings, and tests, often while juggling part-time or full-time employment. Every hour matters to me as a working student.
Good time management helps students prioritise their work and prevent stress at the last minute, which improves academic success. According to Aeon and Aguinis (2017), it also enhances personal well-being by lowering worry and giving one a sense of control over their schedule. As someone who has worked long nights, I can attest that having a well-organised plan helps me stay grounded and reduces stress when it comes to meeting deadlines.
Many technologies in the digital age can help with efficient time management if they are used properly. To organise their homework and everyday schedules, students can use calendars (like Google Calendar), task managers (like Todoist), and time-tracking applications (like Clockify).
I find that time-blocking, which involves setting aside specified hours for studying, is a particularly effective technique. I set aside two to three hours for concentrated academic work after a night shift before I go to bed. I can stay on top of my work and school obligations using this approach, which guarantees that I don't fall behind. Students can stay motivated and on track by using apps like Trello, which let them visually organise ongoing tasks and divide big assignments into manageable chunks (Zhou et al., 2021).
Additionally useful are to-do lists, particularly when combined with digital alerts and reminders. These resources lessen the mental strain of memorising every assignment and assist students in staying mindful of approaching due dates.
Even with the resources at their disposal, students nowadays nonetheless have particular time management issues. Online gaming, streaming services, and social media may quickly eat up hours of productive time. For someone like me, when exhaustion sets in after a long day at work and browsing through my phone seems like the simplest way to unwind, the temptation is particularly powerful.
The stress of having to fulfil numerous deadlines for work and school is another significant obstacle. When students believe they are always "on the clock" without any break or recuperation, burnout becomes a serious concern (Misra & McKean, 2000). Additionally, procrastination frequently develops and is made worse by the deceptive sensation of productivity that results from "organising" instead of working.

Time Management Techniques That Have Been Proven
Students can enhance their time management skills by utilising several easy and effective strategies:
· Work for 25 minutes, then take a 5-minute break using the Pomodoro Technique (Cirillo, 2018).
For instance, I study in two Pomodoro periods with breaks from 08:00 to 10:00 AM. This helps me stay awake and attentive.

· Sort tasks according to their relevance and urgency using the Eisenhower Matrix.
For instance, I start with assignments that are urgent and significant and have a deadline of tomorrow. Reading and other less important chores are put off until later in the week. (Covey, 2004).

· Setting and Reviewing Goals: Make sure your goals are clear and frequently reviewed.
For instance, I want to write two paragraphs and modify one topic on Monday. I assess my performance on Sunday and modify my plan for the following week.

· Digital Tools: Make use of tools such as Trello, Notion, or Todoist.
In this case, I use Trello to manage assignments, Todoist to keep track of daily work, and Notion to centralise my weekly study schedule and lecture notes.
Conclusion
Effective time management is essential for success in universities, especially for non-traditional students like me who have to combine full-time employment and study. In the age of technology, where distractions and help may be found online, learners need to understand how to use online learning environments effectively. Students can take charge of their time, lower stress levels, and improve their academic and personal results by implementing disciplined techniques like time-blocking, the Pomodoro Technique, and digital planning tools.



