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[bookmark: _Toc96526213]Introduction
Time management is an essential component to figure out real-time in higher-level education. Higher education consists of many complex theories, note takings, research, assignments and evaluation. It also indulges in group discussions, seminars or webinars for more deep-rooted studies. Therefore, 24 hours a day is essential to be managed with studies and daily life routines. Society needs a flexible attitude in higher education levels in favour of students to procure time management in the aspect of fulfilling the learning needs (Ali, 2020). Time management initiates the technique of completing more work in less time. Time management disciplines the life of higher education students. Time management helps them to prepare a timetable for completing every assignment on time along with leisure for daily life routine. In this Academic Report, the methodology of collecting data, evaluation of qualitative and quantitative data along with presentation related to specialists and non-specialist audiences and evaluation and information on gathering data will be discussed in brief. 
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[bookmark: _Toc1064026971][bookmark: _Toc96526215]Literature Analysis
For the better management of learning objectives and additional curriculum, time management is used as a code of conduct to improve academic output. It has a great emphasis to procure assignments timely and efficiently. Time management teaches the students to behave meaningfully towards the precious time by analysing the work modules in the aspect of time ratio. In the competitive age, in socio-economic diagrams, highly skilled performances are the only tool of sustainability (Aristovnik et al., 2020). Time management includes more focus towards the subjective goal and defines the essentiality of self-dependency to fulfil the academic assignments. It helps in practising a disciplined life framed in a routine and regulates the unnecessary anxiety level of higher-level students. The concept of time management is to segregate a longer period job in different segments so that only one job would not be able to occupy the whole day and an unequal attitude has been shown to other assignments. Therefore, long estimated planning is carefully initiated through time management for higher-level learners. From the perspective of pupils, time management is an institution where the lesson of balancing between work life and leisure life is taught. 
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At the higher education level, few methodologies are applicable for collecting data for research works. The methodologies mostly followed for data collection are briefed as below:
· Tests:  It is considered to experiment on certain observations of products, services or may be processed. Testing determines the difference between the anticipated results and gained results. 
· Questionnaires: It is the prime instrument for data collection as survey work is involved in it. A set of questions are posted online and data is collected through social media from the received answers. This scheme is also applied in the case of manual data collection through person-to-person surveys.
· Interviews: This involves two or more persons in the same platform being gathered for exchanging their views through a series of questions and answers (Ighalo et al., 2021). The data collected through the designed questions on a specific topic from the interviewees are helpful for the researchers.
· Documents and Records: researchers collect data from different documents and records lying in various online websites, libraries and journals. They also collective bnjui8 required information from relevant books and newspaper articles. 
· Focus Group: It is a qualitative data collection method that is descriptive and may not be more in quantity. This sort of data collection style emphasises the interpretation of different concepts by a certain community.
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Qualitative Data
Qualitative data is non-numerical data, which is based on observations, interviews, surveys and many such processes. The findings from these data are categorical. For example, if a teacher gives feedback to his or her students based on their reading capabilities, confidence in class or pronunciation it may be called Qualitative Data.
Quantitative Data
Quantitative data is numerical and these types of data are used in mathematics and also analysis of various statistics. Quantitative Data answers the questions like, “How much?”, “How many?” and many such other questions. For Example, if someone asks the price of something, like (Adams and Blair, 2019). How much does the pen cost? Then the person is collecting Quantitative Data. This type of data is associated with values like Pound, Cents, Shillings, Dollars, Inches, Kilometers and many others.
In Article 1, only Quantitative Data has been collected in the form of surveys and thereby reviewing the answers that the researchers have got after questioning the participants in the surveys (Adams and Blair, 2019). In Article 2 also only Quantitative Data was collected by the researchers after questioning various batches of students (Bahadir, 2018). In Article 3, both the Qualitative and Quantitative data were collected as the students were analysed based on emotional intelligence and time management skill and statistical analysis was also done (Rani and Sharma, 2018). In Article 4, only Quantitative Data was collected as the statistical analysis was only done.
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Specialist Audience
Specialist Audiences are those people who have a huge amount of knowledge on a certain subject and they can also be experts in their particular field. However, to be a specialist audience, it is not necessary to have a degree or affiliation from any institute. A person working in a field for a long time has gained huge experience and therefore may be regarded as the specialist audience (Bi, 2020). Presenting the facts for a specialist audience should have four different approaches, like, the scholars should use persuasive writing style and keep the audience engaged, researchers should use lucid language which the audience can understand, the researchers should not forget the basics of writing and should embrace the views of the experts.
Non-Specialist Audience
Non-Specialist Audiences are those people who have no proven specialisation in any field of study. These people do not have any expertise in any field and they do not understand heavy language and explanations using heavy statistics. Therefore, it becomes very problematic for the researchers to present statistical findings to these people. To engage non-specialist audiences the article should contain new and interesting pieces of information which might encourage them to read. 
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To write the articles the researchers are always in need of gathering information from various sources (Zorbas et al., 2021). The researchers and scholars use various tools and techniques to gather various information from the concerned people. The author is going to list and evaluate various approaches to gathering information. 
· Interview: The most known and easiest way of gathering information is interviewing concerned people of a certain field on which the whole research is based. Interviewing the stakeholders gives a detailed report about the ground reality of a certain issue on which the article will be written. This approach is quite apt because it shows the ground reality but sometimes people may not blurt out the truth and the article will contain half information because of this. To know about time management the researchers have undergone conducting interviews with students as well.
· Analysis of Root Cause: This is also a very common method of researching and finding information, in this process the root cause of the problems is found out by the researchers and from there the researchers go on to analyse the solutions to those problems (Bahadir, 2018). This approach is also good to give solutions on time management. The researchers have to delve deep into the problems which arise in managing times.
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Thus, it can be concluded that Time Management is very essential in the life of a student, it helps them to finish every work associated with their academic life in time and helps them to excel in their exams. In this report, the author has analysed the four literary articles on time management and have made a time management report out of them. The authors have also analysed various data collecting methods along with the different forms of data that are collected in these reports. The author also has specified the ways of approaching specialist and non-specialist audiences and finally evaluated various information collecting approaches.
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