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[bookmark: _gvgpd9xp1zad][bookmark: _Toc120876935]1. Introduction
[bookmark: _yu65b5zfht0]Time management is the process which is engaged with organising along with planning that is related to dividing the time between all the different activities. The success of any individual as a student or as a working individual can be evaluated with the help of time management factors which are "How much time you spent" and "How well you use that time" (Sainz et al., 2019). This raport includes information regarding the process I have improved my skills with the help of analysis and my learning information from the published source. 
[bookmark: _3kvpagjm5l9k][bookmark: _Toc120876937]2. Summary of the skill
[bookmark: _Hlk120915610]Time management is the effective procedure by which any individual can invest their time in daily tasks. Two important factors in time management are how much time any individual gets and how much time any individual uses properly. The more effective time any individual invests regarding any particular work, the more likely they can achieve the work. Related to using the skills of proper time management any individual gets time to do their basics and feels confident related to any particular work. According to Cottrell (2019), there are ten effective or ideal ways for good time management and any individual following these 10 ways will be able to evaluate ideal time management. Using a systematic approach is one of the significant factors, systematic approach includes an understanding of using time and managing time for achieving all the priorities. 
[bookmark: _95yzhx535uux]This raport includes time management on the basis of students' benefits, the second step includes finding out the time required for any particular working individual needs to identify the amount of time which is required. The third step includes getting clarity regarding how the time has been used. This is followed by the next step the individual thinks the time can be utilised (Cottrell, 2019). The fifth step includes prioritising, in the specific time or evaluating time management priorities of the individual matters. Planning for utilising the time is another important factor which is followed by doing the task according to time and management. The last step includes monitoring the workflow with effective time management and this factor can be helpful for upgradation of the planning (Cottrell, 2019). 
Time management is one of the significant skills which is required to be developed to complete any work within deadline and with full, efficiency. The most significant factor which is included in case of improving time management skills is planning to complete the task within allotted time (Cemaloğlu and Filiz, 2010). I have analysed the planning structure and I have observed that breaking a large task into small tasks with early deadlines can improve my time management. This process will help me now in performing any project and this will also help me in future since in case of large tasks assigned, breaking of tasks and early deadlines is one the significant factors. The step for time management includes using technologies (Cottrell, 2019). 
I have observed that for maintaining time management certain technologies are required which are related to keeping track of time along with using a timer,in my case using the method of doing any task with the help of a timer and this has increased the accuracy of completing tasks within the deadline. Thus using the technologies of time management my accuracy of achieving short deadlines has increased and this continuous use of timer helps in keeping track of time required in the working. I have evaluated that after using all the steps for developing time management I was able to develop a time management plan for every task. This factor has helped me in dealing with all the stress and improved my productivity. Time management helps in proper practising of the task and evaluating time for learning factors and this makes me confident regarding any task which releases stress for the work. After gaining the skills of time management I have set all the task deadlines early which shows the circumstances for checking and this helps in improving productivity. 
[bookmark: _214vv63j9gmf]One of the most important factors which are engaged with effective time management includes managing distractions. While performing any kind of task time management is significant and time management can be handled if any kind of distraction is not present. As mentioned by Cottrell, (2019), building understanding is the procedure for avoiding distraction. This factor helps me to avoid distractions and it will also help me in future to avoid all kinds of distractions engaged in the organisation.  Determining the requirement of time in case of any particular task is important in context to own workforce performance. This can be done by defying the pattern of working, this factor will help me in future to justify to the client how much time will be required for the task. 
The main factor which I have learned from the source is time management skills along with the steps which are required to evaluate time management skills. Time management has helped me to complete all the tasks and every project within deadline and this has restored my reputation as a student (García-Ros et al., 2004). This reputation and my time management skills will help me in future while working in the organisation since I will be able to acquire projects due to my effectiveness in completing any task within deadline. While working free time is necessary for retaining a positive approach to long-term career goals, effective time management skills have helped me sort my free time in a day and this factor helps in inducing energy for further work. 
I have learned planning and the importance of scheduling for every project and implemented the scheduling items of a short project and this factor has helped me in completing the project early. I was unaware of using a timer for increasing efficiency to complete a task within the perfect deadline. However, by reading the  source I have learnt the use of time and time management technologies with the help of which time can be managed in a particular task. I have identified my ability and time required for completing tasks and I have identified this with the help of a published source. This identification is important for managing short deadlines for completing any task in the project. I have also learned monitoring skills, I was not having any idea regarding skills for analysing graphs however after learning monitoring skills for time management I was able to learn performance monitoring with the help of a graphical view. 
[bookmark: _f5mu0rwrljrk][bookmark: _Toc120876940]3. Conclusion
In this raport, I tried to show the importance of  the time management as s skill which helped me in evaluating my own skills .
Being more focused,you can feel less stressed,more organise,efficiency and getting the sense of control   . Time management is the effective procedure by which any individual can invest their time in daily tasks. Two important factors in time management are how much time any individual gets and how much time any individual uses properly.
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