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Study skills are those skills that help a person in their academics. Here the study skills handbook has been chosed as the chosen course. Many skills have been covered in this book that tells a lot about the different types of study skills such as improving sleep efficiency, managing time, managing welbeing, managing the academic, task and people management skills and others. Here the time management skills will be discussed and analysed to improve one's skills along with an evaluation of the source. 
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Time management skills are the skills that help a person to finish tasks projects and assignments on time and keep the academic and personal differences. For instance, to improve my time management skills I can do the whole word up for a study,scheduling activities to help the student to provide equal hours and plan activities that will allow me to study rhythms (Cottrell, 2019). To improve my time management skills I need to keep quiet before speaking as it will enable me to start new tasks with a clear mind. Clearing the mind and ignoring outside activities. Provisioning yourself with a deadline is important as it helps to improve your time management skills few moments can be taken to accumulate the entire concentration of a person. The positive side of the process is that it has enabled me to improve my time management skills by prioritising the tasks that I have set for the deadline. on th either hand =, at times when other tasks are also important to this task, I use to get let in finishing the tasks that I have set deadlines for.
Another strategy of effective time management is keeping a track of time. This can be done in May, for instance, a list can name based on the starting time o each of the activities. He list should be put in in the place where it can easily seemed or it can be even stuck to a place where students can eget eat easily  (Cottrell, 2019). For instance, it can be kept nearer the notes. The times should be measured frequently in order o reduce falling behind. The advantage of doing this process is that it helped me to keep remembering things and make them perform within the given timeline. On the other hand, it has the obligation that, some times I forget about the place were the note is made which creates challenges for me
The use of timer can be is an effective technique to mitigate these challenges. For instance, a timer can b used to set an alarm that goes a few minutes before the client wishes so that the tasks can be done that they wanted to do. When th timer sounds and students need to finish their tasks effectively to mitigate the issues. It can be on an experimental basis that the amount set for each type of activity can be less and impact the time management process. The advantage of the process is that it keeps the learner aware of the time to finish the job effectively within th given time. On the other hand, setting an alarm can also cause negative implications the seep of other people present in a room will get hampered. 
Another way of managing time management is that it enables a person to fulfil th demanding commitments that are made outside of the study, for instance, volunteering part-time work, sharing the shifts and others  (Cottrell, 2019). when they are required in the class. if the students have children they also must need to play all the childcare responsibilities to join the class. The benefit of this process is that it helps the learners to help other learners in meeting the deadlines. On the other hand, the disadvantage of the process is that the delegation of tasks creates an additional burden for the learners which cannot be a pleasant task at times.
Good time management skills such as organising own tasks files and others are going to help so that everything can be found quickly. Finding things correctly and making a plan each day using a pocket of time can be helpful in effective time management skills. The advantage of the process is that it helps to enhance the decision-making ability of th students (Hinkel et al. 2022). Moreover, the use of organisational sill Lao contributes to effective time management. 
From this study, I have learned many skills which will help in my future endeavour. For instance, I have learned how to keep an account of time. To do so I have brought a small tv in front of me so that time can be measured after delegating the tasks of the employees. The competition we foster will help me to finish my tasks together and submit the files correctly (Hutchings, 2019).  On the other hand, it will also help me in developing delegation skills. Using delegation skills the students will be aware of their skills and competencies then I will assign work to people.
It has also helped me in developing other skills such as organisational skills. Good organisational skills also contribute to better time management. The advantage of the process I that it made me organised and make a routine every day to track my obligations as instructed by the guide. On the other hand, the negative side of the process is that, at times due to poor time management skills I miss the deadlines given time which makes the clients grated at times. 
 From this study, I have also learned how to make good use of time management skills. For instance, I have gotten to know that there are five aspects of good planning that can be done through smart objectives. The points of smart objectives are specific, manageable, attainable, relevant and timely. Using this process has enabled me to make a thorough plan and set the objectives against each plan I made which enabled me in developing critical thinking skills and make me understand the purpose of the research conclusion.
It also enabled me to prioritise the tasks and set achievable goals and objectives so that those can be achieved within time.  There were many benefits associated with the process. A good time management process helps to ave a better work-life or study-life balance. It also encourages the productivity of a learner by meeting the timeline they have allocated for each task. It also helps them to increase their focus (Huang et al.,2020). In my context using time management skills, I was able to make the tasks simpler and easy so that they can be performed easier. Mostly, it has also helped me in reducing anxiety and taking less stress. Moreover, by doing thighs at the correct time I can motivate myself enough for the upcoming tasks and do them correctly with minimal distraction. 
Conclusion 
To conclude it can be said that, by developing time management skills I was been able to have more free time for myself to take care of my health through expertise and following my passion for talking and going to a wildlife sanctuary.  Has also helped me to develop my competencies and benefited my overall development in both academic and professional life. Following time management skills has great significance in future tasks as it helps to develop the official tasks effectively at the right time.
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