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1. Introduction 
The report provides a detailed analysis of Cottrell’s writings on time management, and how it will be defined, its main characteristics, as well as the steps and the parts to achieve the skill of time management. I will walk you through the benefits and advantages of it and the part, how to use it for success. Finally, I will summarise why having the necessary time management skills is crucial.

2. What is time management?
Time management is a skill, everyone should be aware of, as we need to manage our time equally and fairy. For example, as a student, only a portion of your week and year will be explicitly timetabled. Most of your study time must be planned by us, which can be difficult. Many demands on our time from study, jobs, family and social life and other necessities of our daily life are likely to occur. Additionally, you will have to juggle competing deadlines with multiple assignments due in quick succession or on the same due date. 

3. The importance of Time management
Using time management right, is most likely to equal to study success. The two time-related factors, which have the most affect over it is:
How much time you spent in study?
How well you use that time?
In a relationship with that, there are 10 steps, which are most effective over time management: to be systematic, to find out your time requirements, clarity the use of the currently time, decide the way how to use it, find out and prioritise the factors that are most important, plan what and when we are going to do it, and keep to your plan as doing it, apply the time management techniques, manage all of the potential distractions and lastly monitoring and keep checking it is all working. 

4. Time required
There is the next question, which appear after the question of how many hours we need? The numbers of hours spend for studying depends on how many weeks off we take. That influence the difference between nominal hours and actual hours, which is the general assumption of the time interval we need to cover the work, we are supposed to. 
Meanwhile, monitoring our expected and actual use of time is a clever idea in a relationship for spending our time equally as required, which is a good advantage of helping get our planning on time. 

5. Priorities and effective planning
If we are in a time of our student life, where the time we have is not enough, we should set priorities, as a checklist to help us clarify what and when to do. We should work out the best order of every single task we have during the day, week, or month, and map out them and place it in the best possible order by their importance. This will help us, place the task that takes more time at the top and on the opposite, place the ones with not that much importance and longer due date at the bottom of that priority list. In terms of that, effective planning is another or other way to deal with organisation and planning. To be effective, our planner or daily, should be complete record of what we must do, keeping it simple and easy to use and read. For examples: all the classes, exams, all the non-study and personal activities, and most important make it work for yourself.
 Another significant resource for arranging our time is ‘To Do’ list. The ‘To Do’ list is used for brief period, which is why we must divide the list into two sections as ‘Today’ and ‘Soon.’ We should white the tasks at its simplest form, to be easy to see and ready. One word. At a certain point, when we have finished all the tasks and we have crossed them off, is time for a new list with all the new tasks, aims and exams that have appeared. 

6. Time management techniques 
One of the most major and first appearance techniques is getting focused. We should take some short few moments to focus our mind onto the things we appear to follow and turn off all the other’s destructions. Set earlier deadlines, to the deadlines we already have. Doing that will prevent leaving the important and long-time taking tasks for the last minute. With that we will make sure that we finish our aims on take, reducing the stress, which can occur, if we do not do it. Moving to the most important technique, which is the organisation, we all need to success. Organising and managing with everything and time, influence and help us safe that crucial time. We should manage all our files, documents, and major work papers, so we can prevent of keeping more than enough materials we do not need. 
 
7. Ten time-saving strategies
Ten time-saving strategies are strategies which can help us spread our time evenly and most important, profitable for us, plus the next strategy, which is relevant to it, make them clear, sort and understandable, so we do not need to waste time trying to understand what we meant. The first one is to make notes, which we need and will use. Do not make tons of notes you are never going to use. Second is copying between files, and how to have access to the same documents you are using from any other devices you are aware of. Spare moments are the next step, and the strategy when we can combine some of our tasks with other daily tasks, saving time as much as we can. Moving to the middle of the strategy, the next one appear to be how to save time by reading. And the answer is easy, we should spend time reading only what is relevant to the exam or essay that we are having. There is no need reading documents or facts when they are not relevant, and we do not need them. Saving time by writing the references straight away after we have taken our information helps too. It is as easier and time saver. Using words limits is one of the strategies every student should use. If you have an essay for 1000 words, keep and track yourself for the 1000 words. Use small book to save and write out your ideas, which will help us thinking and being productive. Save the organising information you have given, that is another way to make your student life easier, and lastly but not at least find someone who you can speak about, open your mind, and look for his opinion as well, two opinions are always better than one. 


8. Conclusion 
Time management is a skill, which when you gain can help you decrease the weight of your shoulder. It is important as the current student life you are living and the future employment you will experience. Being able to manage your time evenly and equally due to the different tasks, can reduce the potential levels of stress at work, school or even in your daily personal life. It can be difficult, but with time, and tries, someday you will succeed, and lastly being person with managed time, can be enormous advantage in your personal and professional life, now and in the future. 
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