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 Introduction 
The following report I will be submitting will be all about time management and how to be  effective in your everyday like to balance student  life or your career . I will also be mentioning a few techniques in this  report.

What is time management? 
Time Management is a process of being able to organize an plan around different activities like learning or children or it could potentially be around  social media if you  have been swiping a bit too swiping too much.  It’s all about “working smarter not harder “ ( morgens ten .F) (2023) this was a quote stated by an industrial engineer several years ago who believed in efficiency in achieving goals rather than working long hours to get there.   
How can time management be successful?  
Many students may struggle with managing time or even using it to  there advantage , but it can help in  a number of ways  if you  have a few techniques that you are aware of to help you , maybe the  POMODORO  or TRELLIO  techniques , I will be explaining about these in a moment. But these are a guide to help you manage the best out of your time to get the most productivity out of it helps u to prioritize tasks or even improve self-discipline.  Organization plays a role on being successful (Forsyth. P )(2022) shows you how to be organized in a productive way , an also he shows you easy ways to get things Done .

How can you use time management effectively? 
So to use time management effectively there are a few techniques available as I already  mentioned one stands out to me more than the others an this is the pomodoro technique ( Cirillio .F ) 1980) Mr Francesco ,  learned these  techniques many years ago an they are still used to this day .it requires you to take breaks an intervals in-between your learning. And to then refocus into your essay, or homework, or reading.  It’s a really popular technique but then there is another quote useful an this is the  trellio technique (spolsky J )(2011) this techniques is about planning an managing tasks , it’s more focused on the visual aspect like calendars or sticky notes , or even to, do lists each person is different how they learn an adapt to things . 
Importance of Time management 
So to summarize the  importance of time management helps keep a balance . You learn An adapt on how to use your time effectively an get the most of your schedule and  benefit in learning studying an home life. I Balancing children  and  learning every day I use pomodoro  at home when I need to write essays out , but I use the trellio method to organize the  children routines . So each Technique can be helpful in any aspect of your life. 
Disadvantages of time Management 
 
There maybe some disadvantage people will face with time management, it could be your routine changing  or children being poorly , or dates for things change , your break maybe interrupted by a phone call or social media may distract you  , by scrolling too much an forget the time  or a message u reply to,  then you call the person then the time disappears, an before you know it,  the time you kept for focusing an getting the most out of your quality time is gone , an then everything falls behind you have to be a bit strict with yourself in that focus period .there is one more technique however that sometimes can have disadvantages an that is Eisenhower Matrix , (covey .R ) (1989)  it’s doesn’t count the external factors ,  it’s states to delegate certain tasks an unfortunately I have no one to delegate too.  I think this technique is more used in the career field , than home life balance , an children balance,  but that’s ok these techniques are not for everyone. 

Conclusion 
Time management is a skill I am developing not only for academic success,  but also to help create routine for my children at home. I didn’t realize I already use time management in my everyday life .An I actually enjoy being on time creating schedules and my  routines .  By using structured techniques like the Pomodoro Technique, Trello, and adapting them to my family's needs, I can overcome distractions and anxiety to thrive at university. These strategies really  desire me to make consistent progress in my Employability and Business Skills course, bringing me closer to my achievements .
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