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1. [bookmark: _Toc141709842]Introduction

Time management is defined as “behaviours that aim at achieving an effective use of time while performing certain goal-directed activities” (Claessens, 2007, p.262). An individual will become more organised and will manage time spent on activities more effectively using time management skills. 
According to Cottrell (2019) it is beneficial to develop time-awareness and time-management skills if you feel under pressure with time or question that your time is being wasted and could be used on other activities. It is useful during our lifetime that we develop our time management skills as early as possible starting through our academic years, as these will provide strong fundamentals that can be better perfected into our professional careers and will provide a better quality of work-life balance. This report will examine the benefits of learning time management skills through academic years that can lead to effective time management in a students personal and professional career.
2. [bookmark: _Toc141709843]Time management in academic years

From early stages of academic years, students are presented with the challenge of managing time between the studying activities and personal activities. As a student only a part of the time is formally structured around attending courses and studying, this leads to the student experiencing many demands of his time trying to balance his personal and academic time effectively.
According to Cottrell (2019) time management equals study success, thus being a successful student is a balancing act of between how much time is being spent on studying and how well that time is being used.
According to Forsyth (2013, p.11) “Unless the right attitude is adopted, then time management will never be more than an initial enthusiastic embracing of techniques, which are then allowed rapidly to atrophy.” Following this argument, it is not enough as a student to only have initial focus on having a structured way of managing studying time without actively analysing the effectiveness of the structure that was approached. As focus can rapidly decline with students, a structured way of time-management should be followed by a right attitude to continue with understanding and further developing of the quality of time, balance and effectiveness of time spent between personal and academic activities.

3. [bookmark: _Toc141709844]Effective time management

According to Cottrell (2019), there are 10 key steps towards effective time management:
· Being systematic
· Time requirements
· Clarity on used time
· Deciding how to spend your time
· Prioritise
· Plan
· Keeping to the plan
· Applying time management techniques
· Mange distractions and procrastination
· Monitor
These 10 key steps can provide stability and control towards successful academic learning that will well progress into a more successful professional and personal development.
Being systematic is the first key step into having a stable approach towards how your time is being spent. This requires focus on how to best plan, manage and achieve your priorities. 
It is required to find out how much time you will need to achieve certain activities in order to have a balanced plan and deciding your priorities. Identifying and setting your priorities as a student is an important factor because there will be multiple things that you would like to do and would be difficult to achieve everything, and as some things will require more time and have a stronger impact on your academic progress you would need to assess these situations and prioritise accordingly. As Cottrell (2019) argues that time equals choice, thus if time is used more productively this will give you the choice on how the time could be spent from the time saved. The time saved will give the student the choice to pursue any other activities that requires his attention, being from personal life or even pursuing some topics in greater detail so he can further expand his knowledge.
According to The McGraw Center (2016) current research shows us that in reality we are going back and forth between tasks and not necessarily multi-tasking and completing several tasks in the same defined period, thus making it less effective to go between tasks as we are reconcentrating focus with each change of tasks which in actuality takes time and effort that can lead to more time being spent ineffectively instead of focusing on only one task at the time.
Planning plays a crucial role in helping students achieve their goals, and they should be very explicit and extensive in their time-planning. Lindsay et al (2022) argues that our complex visual worlds can have to much information for us to be able to process everything at once and in order to mitigate this issue, we as individuals follow observational goals that define what should we first process. Following this argument, students who put their plans in a visual view that can be easily viewed are reminded more easily of their plans and see if they are on track with their plans or are falling behind. This way a student can monitor and amend their planning to make it more achievable or identify what they need to stay on target with their current work such as managing distractions and avoid procrastination.
Managing distractions and procrastination is one of the most challenging tasks a student can face in his academic years. At times, a student can become overwhelmed about paper submission deadlines, studying time and the pressure accumulated can have a negative effect that can easily lead to distractions and ultimately procrastination. According to Cottrell (2019) students need to build their understanding of what form can distractions have for themselves, when these might occur and plan certain strategies that will help them manage these.

4. [bookmark: _Toc141709845]Conclusion

A students early academic years are filled with uncertainty and pressures that come between achieving academic success and personal time, as for this balancing act between studies and personal life to be attained the necessity of time management skills comes into effect. With learning steps on how to make time management more effective in ways that allows time for all activities, the student can relieve stress from the pressures of study deadlines as well have a well-planned curriculum revolving better personal and academic tasks easier to be achieved. Also provides the foundation of effective time management skills within his professional career after graduation allowing him to achieve greater success.
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