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This report will summarise Chapter 6 – Time Management as a student from The Study Skills Handbook written by Stela Cottrell.  In addition, in this report I will evaluate what I have learnt from this source and how I can improve my time management skills as a student as well as how I can use this knowledge in future, not only in my career but also in my personal life. 
[bookmark: _Toc110781766][bookmark: _Toc111018523]Summary of chapter 6 - Time Management as a student
[bookmark: _Toc110781767]Chapter 6 in The Study Skills Handbook discusses the time management as a student by providing some of the strategies, approaches and tools that can help students finding ways to managing their time more efficiently. 
At the beginning of this chapter the author is explaining why time management matters by highlighting two important ideas: time management equals with study success and time equals choice. Regarding first idea, Cottrell emphasises that the more time a student spends on multiple tasks such as reading, thinking and analysing the topics discussed in classroom also preparing for the exams the more likely is that the student would well. A really important aspect mentioned here is that besides managing time as a student, the students need to ensure that do not neglect time for absolutely necessary things like eating, sleeping properly and socialising with their friends. Regarding second idea, Cottrell focuses on explaining that if the student uses time effectively therefore this gives the choice to choose how to spend the spare time, for example on analysing more deeply some exam topics or choosing on working, or even spending time with family and friends. 
Afterwards, Cottrell is discussing and explaining the 10 steps to effective time management which in my opinion are extremely helpful as it gives the student the opportunity to use it as a guide in order to better plan the time.  These strategies start from starting to be systematic, followed by find out time requirements, clarify and decide how to use the time, prioritise what is more important, plan what to do when you have spare time, do it - meaning to stick to the plan, apply some techniques, and ends with manage distractions and keep checking it is working. 
The next aspect discussed in this chapter is how much study time is required and providing some tips on how to map and monitor the use of study time. Here, Cottrell is highlighting that in order to be successful a student on a full-time programme is required to study around 1200 hours, but of course this depends from a student to student taking in consideration some factors such as how hard or easy is study for them, how quickly they understand the material or how much additional research they are ready to do in order to achieve better marks. Again, how and where study time is spent depends on the programme the student is on, for example some students can spend some time in laboratories as this is necessary for their specific field of study, where other students for instance can spend time studying online. 
Furthermore, Cottrell is discussing the Time Circle strategy. This strategy refers to two circles, first is to write down everything the student does and its purpose is to make students to understand where actually their time goes and the second circle is to write down how the students would actually want to spend their time each day and its purpose is to help to understand what they want to do and what they need to do in order to succeed. 
Another topic discussed is the importance to set priorities and the effective planning and diary keeping. In this section, the author describes the set priorities strategy and diary strategy. Regarding setting priorities, she suggests to put down a list of things the students have to do and then to work out the best order, for example rather than choose to do the easy things first to actually focus on the urgency matters. Regarding diary strategy, the author suggests to use a week to view academic diary where the students write down all the activities which needs to be done, including academic and non-academic activities. In order to make it easier for them to distinguish the activity students can use colour codes or symbols. Similarly, to the priority list, another good way is to make great checklists and to do list, these as well would help to keep track of everything the student needs to do.  But an important aspect is in order for these strategies to actually be helpful; it is important for the students to make the planning work for them, for example to keep their diary up to date as well as taking the diary or the ‘to do list’ with them all times and to remove the completed activities but also to add all additional information straight away this way they avoid forgetting things. 
Using study blocks and breaks effectively can also help the student to manage better their time. For example, studying for 30 minutes with 5 minutes break or studying longer and having a longer break and some mini breaks between. This of course depends from student to student and their ability of how long they can study. Also, an important aspect discussed here is managing distractions referring to be able to identify the distraction and to create a state of mind for study without leave those distractions to get into your way, for example while studying it can be beneficial for the student to leave the phone in another room or to try to avoiding to go to the kitchen to prepare multiple cups of tea.
Another very helpful section in this chapter is the Ten time-saving strategies. In this section, Cottrell gives tips on how to save time on different aspects. For instance, not to waste time on long sentences when making notes therefore the student instead can use keywords or another example saving time on reading where the student focuses on reading only the necessary information for the assignment however if there some information looks interesting the student can make a note to come back to it another time rather than read it now as this can cause a distraction from the actual activity.
[bookmark: _Toc111018524]Conclusion
From this chapter I have learnt some valuable lessons. One of them is that the time management as a student is really important and can bring me multiple benefits, for example giving me a better understanding of the topics studied, helping me to achieve higher grades on my assignments and helping me to understand what career path I want to pursue in future.
Furthermore, next to its benefits for me as a student, time management is a very important skill also for my professional and personal life. For example, speaking of professional life, time management is one of the required skills by majority of employers, therefore this would be an advantage for myself once I finish my degree and step into the working world. Referring to personal life time management can help me on understanding the importance of spending quality time with my friends and family. 
In addition to this I have also learnt that is important to use some strategies such as using a planner or a diary where I plan a day, a week or even a month on how I will spend my time. For example, to make a planner on how much time I am willing to spend on working, on studying, also how much time would I like to spend with my family and as well as how much I want to spend on leisure or other of my personal commitments.  As a result, these planners will help me to be not only more organised but also more efficient in everything I do. 
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