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One of the most important skills that students and people should learn and improve is Time management. How can definite "Time" "Management." "Time" includes all the activities and responsibilities we have, workplace, family, study, and social life. "Management" is a way of means by which we manage to control and distribute our tasks daily. When we connect them, it sounds like proper time allocation through even organizational skills and successfully planned and achieved goals. When we talk about the time, we need to know a few important things and answer some questions related to this constant part of every person's life. "Why," "how," "when"; we have to use the time effectively and productively. This will benefits our schedule, our progress in study, in the workplace, in our life. It is crucial to understand and find a way for proper time management; many people struggle how to use the time. In this report we will set out some methods and strategies for right time management.
 

The POSEC method
One method from time management, which can help people to improve their skills, is The POSEC method. This method presents five substantial and easy stands to people with reasonable control between their essential career and life success. Following these simple steps, people can quickly made them progress to achieve their goals. Prioritizing, Organizing, Streamlining, Economizing, Contributing.
"Prioritizing" means to put first thing first. These is about how
people use the time with tasks concerning the goals.
"Organizing" means things that must to do regularly for success. For example enough time for sleeping, eating, exercising.
"Streamlining" is about things that people may not like to do, but must do it somehow. 
"Economizing "refers to one thing that should be done or enjoyable things.
These include activities like pastimes and socializing. There is the once that
should be the least on priorities of tasks.
"Contributing" it is the last part of
the POSEC method contributing is about social obligations. This means what a person gives back to the world. Those stands are in the middle in the time management. Because of success, people must understand how to organize their time whit a clear plan of what is next step.

Pareto method
According to the "Pareto Analysis" archive from the original on (February 8, 2012), another method that can help people manage time is the Pareto method- applying the rule for 80% of productivity by doing 20% of the tasks. Sometimes people waste time in non-essential activities. For example, many times, when somebody goes to the shop, it using the time incorrectly. Why? Because most of the given time for shopping will be loose in one section (baby products ), and most shopping will be concentrate on all baby products. However, the person will spend less than half of the time to rest on the list. Thinking about this example, it could be the answer to the question: Are we wasting time unproductively? Yes. People have to know- doing what is important; this will reduce the pressure from themselves because they could avoid some unnecessary things when they get the right direction.
 Eisenhower Method
 Thinking about how we use the time productively or unproductively, we could found another way for good planning. Eisenhower is an American president and one of the best time managing masters. He finds a way to make more money by division his tasks "important" "not important." "Eisenhower Method" MacKay; Brett; Kate (October 23, 2013) 
Important/urgent; Important/not urgent  
Unimportant /urgent ; Unimportant/not urgent
This means we have to prioritize what is important and what is urgent. The way how this method works, an important and urgent task should be completed now. Those who are on other lists not urgent and not important could be finished without the latest date or delete from our list. For example, we use our phone almost all day – checking emails, what will be the weather, looking at social media, but if we ask ourselves how many things from these are really important urgent? The answer is – one or two, or even less. It is necessary to define our tasks by hierarchy; this is an individual decision on how to connect "must" to "late." Cottrell (2013, p.123) "Time = choice. If you use time effectively, this will give you a choice in how you spend the time saved". "People could use "choice overload." According to The Decision Book (2017, p30), "The more options we take into consideration, the better our final decision. "If people get the first choice, it will be easy to make the right decision to complete the schedule. For example, when a person goes to "Costa coffee," the first choice is to drink a coffee, not eat dinner, so a person will order first which choose – coffee. Using this tip technique, we can easily reduce our lists of tasks. However, the concentration should be in one object; when one task it has done, it comes next, and one by one, every goal will be achieved.  Krogerus ; Tschappeler (2017,p20) "Knowing what your strengths are is the most important thing an individual can know about himself or herself. "Peter F. Drucker. A very important part of proper time management is for people to know where their weaknesses are in terms of proper performance and where their strength are. In this way, they can easily, with the help of their strengths improve their weaknesses and arrange their tasks correctly. With defining goals and commitments  according to Forster (2006, p65), "So you have a chain of commitments. Some commitments are made to yourself, some to members of your family, some to your work, some to your friends and colleagues, some to organizations of one kind or another that you belong to", people could regularly cut their commitments because then they will be left adequate time to complete all of them.
 
Time management is beneficial in all fields of our life. Improving these skills not only students but most of us will find how easy could be the day. Using time rationally will be reducing stress because people will know where they are and where they should be. That is why learning about time management is helpful because people could know how they can be flexible and successful. People are different. The choice of each person to manage his time rationally is absolutely individual. For somebody, one strategy will be the right one, and for others, it will not. Believe in the right choice and make a weakness to be a strength because the time it is everywhere, and humans can find the key to success. Just have to be followed and  remembered that good Time Management means –concentration, motivation, planning, organizing, choosing, knowing what is important, thinking about it, making decisions, and achieving goals! 
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