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1. Introduction

At university, time becomes one of the most valuable and limited resources. Students must juggle lectures, assignments, part-time jobs, and sometimes family responsibilities. Without a clear structure, it is easy to fall behind or feel overwhelmed. This report explores what time management means, its importance in academic life, and presents two practical strategies that can help students reduce stress and make the most of their time.

2. Definition of Time Management

Time management is the process of planning and organising how to divide your time between different activities. Good time management allows you to work smarter, not harder, so you can get more done in less time. Claessens et al. (2007) define it as the deliberate and conscious control of time to increase effectiveness, efficiency, and productivity. For students, it involves setting realistic goals, scheduling study sessions, prioritising tasks, and reducing distractions like phones or social media.

3. Why Time Management Is Important for Students

Based on my own experience as a student at UWTSD, I’ve seen how planning ahead and setting priorities can make a big difference. When I use a schedule, I feel more organised and less anxious about deadlines. I’m able to focus on one task at a time and avoid the panic of working late into the night.

Research supports these personal experiences. Britton and Tesser (1991) found a strong link between time management behaviours and academic performance in college students. Similarly, Nonis and Hudson (2010) highlight that students with better study habits and time use tend to earn higher grades. By spacing out work and avoiding last-minute cramming, students can better absorb material and produce higher quality assignments.

Poor time management, on the other hand, can lead to stress, missed deadlines, and even burnout. Without a weekly or daily plan, tasks pile up quickly. But when work is broken into manageable chunks and spaced out over time, students are more likely to remain calm, focused, and confident. It also frees up time for rest, hobbies, or spending time with friends and family — all of which are important for mental wellbeing.

4. Time Management Strategies

4.1 The Eisenhower Matrix

This tool helps students categorise tasks by urgency and importance. It divides activities into four quadrants:
- Urgent and important (do immediately)
- Important but not urgent (schedule it)
- Urgent but not important (delegate if possible)
- Neither urgent nor important (eliminate or limit)

For example, revising for a test next week is important but not urgent — it should be planned in advance. On the other hand, responding to every text message during study time is usually neither urgent nor important. Covey (1989) explains that effective people focus their time on what really matters, rather than reacting to distractions.

4.2 The Pomodoro Technique

This method is a time-blocking strategy that breaks work into focused intervals. You study for 25 minutes, followed by a 5-minute break. After four cycles, you take a longer break of 15 to 30 minutes. I’ve used this technique when writing essays, and it helped me stay focused without getting tired. Cirillo (2006), the creator of this method, suggests it improves concentration and reduces mental fatigue. It’s especially useful for large or complex assignments that feel overwhelming at first.

5. Conclusion

In conclusion, managing time wisely is one of the most essential skills for academic success. Students who manage their time effectively experience less stress, submit better work, and feel more in control of their studies (Britton and Tesser, 1991). Tools like the Eisenhower Matrix (Covey, 1989) and the Pomodoro Technique (Cirillo, 2006) offer practical ways to organise study time and reduce pressure.

From my perspective, learning how to manage time at university is not only helpful for academic work but also prepares students for professional life. Whether we work full-time, continue studying, or balance both, time will always be a limited resource. The earlier we develop these habits, the better equipped we’ll be to meet future challenges. Effective time management isn’t about strict routines, but about knowing your goals and making space in your day to work towards them.
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