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[bookmark: _Toc141091474]1. Introduction
This report will discuss Time Management Skills. Time management is a process or the ability to effectively organize and plan the things you do. This topic is taken from chapter 6 of Cottrell's Book which is on page number 130. This report will evaluate time management skills, how should time be used wisely and correctly, and how time should be saved. It will summarize the key information about time management (Cottrell, 2019). The importance of this particular skill will be discussed, and how this time management will help in our academic and professional careers. The tips to manage time, how to meet deadlines, how can one do multi-tasking, and how to manage social and personal life simultaneously. In what ways time should be utilized and the day-to-day activities should be managed will also be discussed. Tips to keep track of your activities and how necessary are breaks to relax the mind and the body will also be covered in this report (Daft, 2021).


[bookmark: _Toc141091475]2. Summary 
The achievements and success of a person depend on how accurately the task is done and how wisely that time allotted for a particular task is utilized. Time management teaches a person to juggle between personal, social, and professional life. By managing the time, allotting, and setting the time for each and every work that surely needs to be done, a person can effectively and equally give their precious time to everything they want despite having a busy schedule (Cottrell, 2019). Time management can highly save time by eliminating useless activities that a person does intentionally or unintentionally because the time has to be divided equally among the important tasks and work. The steps listed below should compulsorily be followed for effective time management (Griffin, 2021).
Everything should be done in proper order as the structure is made. It will help you to allocate the right amount of time to every activity that you need to do in the whole day. Try to reduce the extra time by finding out how long each task takes. Whether it is done in the time range allocated to it or taking some extra time. Evaluate how your time is used at present and how much time goes in vain. Figure out how you personally want to use the time. Compare it with the present and how you want it to be in the future. Set priorities for each task that is sure to be done because one cannot fit everything into their schedule. Give them time including the starting and deadline. You should make plans for which tasks need to be done first and which ones to be done after them. By doing this, you can effectively manage your time and work. Do your work as you have planned it to do. Put your plan before everything or every thought that lets you skip the things you have scheduled. A person should apply smart techniques to manage and save some extra time to relax or enhance their skills or to invest in anything extra they want in their life apart from the daily routine or schedule. Manage or avoid the distractions which are becoming barriers in your work or time management plan. At last, scan, monitor, and keep track of what you do, how much time each task takes, and whether you are following the plan or not (Kintu, et al., 2017).
Think about the things that you are doing that really makes sense and is increasing your growth. Save some extra time for keeping your mental health in peace, by doing the things that relax you. After following the team management plan for some weeks or months, you should check if you are using your time as you planned it to use or not. If you are having less time to do all the tasks then, do the work according to your priorities if you have to choose between what you have to do and what not. Classify your priorities in a group of three categories. These categories should be depended on the importance of the task or the work, like highly important, medium, or low. Rate your work after you do it because it will improve your next performance. Make the habit of keeping a diary, in which you may list the important works you have done or are supposed to do. Whenever you take breaks from your schedule, see that it is an effective break and not just a waste of time (Drucker, 2018). 


[bookmark: _Toc141091476]3. Evaluation of source
Using a time management plan will help you reduce stress, manage and prioritize tasks, and clarify your goals. Effectiveness in time management will help you increase the level of your performance and achieve something bigger, thereby getting better results.
[bookmark: _Toc141091477]Time management in an academic career
Time management is something that can help to shape the future of anyone. This process involves four steps: planning, prioritizing, organizing, and executing your planned tasks. 
Time management can help shape the career by avoiding distractions to focus on the studies because distractions can lead to a waste of a lot of time (Lai & Hwang, 2016). Setting the short-term and long-term goals you want to achieve and working on them effectively. Enhancing your memory by making notes and using different learning styles and techniques. Students should not take workload and stress. This will give them pressure emotionally and physically. Balancing the academic and personal life is a must. One should give time to their relations, hobbies, and interest apart from their studies. Manage the task according to what you have planned and this will boost your confidence and motivation (Kauffman, 2015).
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Time Management in Professional Career
The things that will help you manage the time and will benefit your professional career is working on time which will help you deliver a better quality of work. Time management can enhance the productivity and efficiency of the work and manage the time without comprising the quality. This will help you allocate equal and proper time intervals for every work. Hence managing time effectively and delivering the work on time. By engaging yourself in various sorts of activities according to the time management plan will eliminate the wastage of time. Doing the work on time will reduce the workload, anxiety, and stress in your life. A person can get promotions and many opportunities in the workplace if they deliver the work on time without compromising the quality. You get the time for activities that refresh your mind (Gregg, 2018).
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Tips for Time Management
Create a schedule on a daily basis and then work accordingly. Figure out where you spend most of the time by tracking the activities you do. Evaluate the to-do list and make a list based on the importance of the work. Classify which tasks are to be done urgently, decide when to do non-urgent work, and delete the works which are not necessary. Give a time limit to each task you have to do. Avoid multitasking in your work. Group the same type of tasks together (Cross & Pollk, 2018).


[bookmark: _Toc141091480]4. Conclusion
Time management needs balance in life to get executed. Most importantly you can focus on the techniques and tips or ideas and methods to manage your time effectively. Following them will make you master balancing your personal and professional life together with ease. The main purpose of this report is to analyze how could you learn and practice time management skills for improving the status and comfort of your life. Time management will make your life free from stress and anxiety. Time Management skill holds a very important place in our lives, making our lifestyle far better. Change the schedules in which you must eliminate procrastination. Practicing this will help you be a better person and have a better social, personal, and professional life (Tabuenca, et al., 2015).
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