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1. Introduction

A valuable resource that can never be substituted is time. It is therefore ideal to complete the assignment by the due date. The workload grows every day, so efficient time management is essential if you want to finish all your obligations on time. Time management is the deliberate reduction of the amount of time spent on a task, and it is carried out mainly to increase productivity, proficiency, and efficiency (Sevari & Kandy, 2011; Houtson, 2009).                 
Time management encompasses a variety of time-sensitive tasks as well as work, social relationships, family life, interests, and other personal commitments. If time is used efficiently, all tasks can be completed on time. (Swart et.al., 2010). Effective time management allows a person to accomplish more tasks in less time, which leads to more free time.

2. Importance of Time Management 

Success in learning is the result of time management.
Two time-related variables combined will have a significant impact on your academic success:
How much time you spend studying and how efficiently you use it are key factors. The more time you invest in reading and reflecting on your topic, getting ready for exams, and perfecting your projects, the more likely you are to succeed. You are much more likely to succeed academically and enjoy your time as a student if you both devote more time to studying and use that time wisely.
· You feel more assured that you can handle things on your own and that you will not neglect or overlook crucial information.
· You learn where to and where not to adopt time-saving shortcuts.
· You gain the ability to balance the many demands of studying, socializing, working, raising a family, and fulfilling personal hobbies and obligations.
· You make sure you have time for the "basics," like getting enough rest and food, as well as establishing companions.

3. Steps to effective time management

This part of the report will explain ten steps to effective time management according to Cottrell (2019).
1) Manage your time systematically by planning your time and thinking about time management. Knowing how you use your time and determining the best way to manage your time to achieve your goals.
2) Determine your time needs, the study schedule needed for your degree, and the amount of time you will need for independent study.
3) Describe how you currently spend your time. Be conscious of how long it takes you individually to complete tasks. 
4) Select your time-use priorities.
- Plan how you will use your study time.
- Use time rings to allocate the appropriate amount of time to various activities.
5) Some tasks will be more urgent than others, and you might find it difficult to squeeze everything you want to do in. Decide on your top objectives.
6) When planning your schedule, be incredibly detailed and precise. Maintain a thorough journal or planner and work backward from due dates for things like homework submissions.
7) Do it
 - Place your strategy in a location where you will readily remember it.
- Conduct your schedule-related strategy.
- Identify potential threats to your goals.
8) Utilize work management strategies
Try out different time management and saving strategies to see what works best for you. This will give you more time to devote to the activities you truly enjoy.
9) Control your delays and diversions.
Develop a grasp of the times and situations in which, despite your best efforts, you are unable to manage your time successfully.
10) Monitor
Verify that you are following your strategy. If not, decide what you need to do to remain on, or revise your planning to make it more practical.
   
4. Time management techniques
     There are many time management techniques that can help you concentrate better and stop procrastinating, particularly when doing research. Allocate time to activities that will enable you to achieve your goals as part of time management. Tracking, goal-setting, planning, delegating, as well as a lengthy study, are a few techniques for controlling time. (Chase, 2012). A list of applications of these techniques is provided below:
Monitoring
To keep track of how you spend your time, keep a record of the hours you spend working on a particular project. List instances of your delay, disruption, and loss of control (be honest).
Making Objectives
• Create a summary of all the objectives you want to achieve. Each of these objectives must have a deadline for accomplishment as well as a quantifiable component of the outcome.
• Consider which of your goals are within your power and within the time frame you've established after you've written them down. For instance, a scholar has no direct control over the decision to give a collaborator two weeks to edit a particular section of a document.
Prioritizing
• After determining all the goals that must be achieved within a certain time frame, make a summary of them in ascending order of significance.
• Start with the most important goal and keep working on it until you achieve it or have temporarily exhausted all your resources.
• Avoid "dual tasking," or chasing two or more goals at once.
Organizing 
• Make daily "to-do" notes, and cross items off as you complete them.
• Break up tasks into doable components that you can finish in the allocated time.
• Make the most of every minute of your time. Always keep a novel with you. Other examples include reading while taking the bus or waiting for your teenage daughter or son.
• Gather supplies before beginning a project.
• Lessen the possibility of disruptions. Work is commonly seen as a location, even though it is an activity. It's conceivable that you don't always deliver your best job when you're at work. Think about where you are most creative and where you can focus best. Try working in a library or empty office instead, switch off your phone and the Internet, and put a notice on your door indicating that you'll be unavailable for a while. Working in your office might not be the most productive option.
• Create rewards for completing chores on your list, even if they are ineffective (for example, 10 minutes on Facebook, 10 minutes spent answering unimportant emails or 10 minutes of office brisk strolling).

Delegating
• Only handle letters and emails once.
• As you accomplish new goals, update your educational vitae.
• Prior to approving any requests for a different role at work, ask yourself, "Will my participation in this activity contribute to my prioritized goals?" Learn to say "no" to opportunities that don't help you achieve your top priorities right away.
• Decide which tasks you can manage on your own and which ones need help from support staff. Acquire the skill of delegating the entirety or a portion of the task that doesn't require your complete involvement.

5. Conclusion
For scholastic and professional goals, mastering time management is a crucial ability. An analysis of the current time management techniques is a good place to start when developing new, more effective techniques. Someone can create a more workable plan or schedule by assessing the assets and flaws. Additionally, the flaws found will aid in creating more adaptable designs.
The engaging and thorough tasks were created to help you create your own time management techniques. The proper mentality and mindset are the first steps in time management. Once you've mastered these, you'll be more adaptable with your schedule, well-organized, and on time. In other words, your existence will be easy-going, stress-free, and joyful.
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