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To perform better academically, students need to manage their time. This helps them plan, focus on what’s important, and finish their work on time. In today's challenging academic environment, students have to balance their personal lives, homework, and exams. Managing their time effectively helps them learn better, boost productivity, and feel less stressed. According to Aeon and Aguinis (2021), students who manage their time efficiently usually perform better in academic institutions and feel satisfied. This assignment discusses time management, why it's important for students, and two helpful methods— the Eisenhower Matrix and time blocking—with its significance for students’ success in their studies.
[bookmark: _Toc200502509][bookmark: _Toc200502553][bookmark: _Toc200502608][bookmark: _Toc200571707]2. Definition of Time Management
Time management means carefully planning and controlling how much time needs to be spent on different tasks. Time management encourages setting clear goals, focusing on important tasks, and gaining enough space in routine life to get involved in better activities (Adams and Blair, 2019). A famous quote by author Stephen Covey about time management is to create time to focus on important things before they become urgent (Covey, 1989). 
[bookmark: _Toc200502510][bookmark: _Toc200502554][bookmark: _Toc200502609][bookmark: _Toc200571708]3. Importance of Time Management
Performing academically relies on managing time well because it helps students balance their personal life and studies. Effective time management helps individuals finish tasks on time, feel less stressed, and keep a healthy balance between work and life (Fu et al., 2025). Focusing on important tasks and removing unnecessary distractions helps students spend more time learning, completing projects, and studying for tests, which increases their overall productivity.
Academic performance can get disrupted if time is managed poorly by students. It often causes people to put things off, rush their work, and study at the last minute. Fu et al. (2025) found that students who used time management skills usually got higher grades than their classmates. Strong time management helps students perform better and also builds important skills like being independent, having self-control, and being responsible. These skills are important for studies and jobs in the future (Claessens et al., 2007).
Adams and Blair (2019) noticed that properly managing time helps students feel more motivated and improves their mental health. Students can take control of their learning and prepare for future academic endeavors and job success by developing useful time management skills.
[bookmark: _Toc200502511][bookmark: _Toc200502555][bookmark: _Toc200502610][bookmark: _Toc200571709]4. Time Management Strategies
[bookmark: _Toc200502512][bookmark: _Toc200502556][bookmark: _Toc200502611]it is important to know how to manage time, and two effective strategies, which are studied during the Academic Skills module, are discussed below:
[bookmark: _Toc200571710]a. Urgent/Important Matrix
[bookmark: _Toc200502513][bookmark: _Toc200502557]The Urgent/Important Matrix, also known as the Eisenhower Box, is a useful tool for managing time. It helps people sort tasks based on their importance and urgency. In the Eisenhower Matrix, tasks are divided into four sections: important but not urgent, urgent but not important, urgent and important, and neither important nor urgent (Murphy et al., 2022), as shown in Figure 1 below. The matrix suggests that if a task is both important and urgent must be done that but if the task is neither important nor urgent, leave it. On the other hand, in case of being important but not urgent, the task must be planned for next time, but urgent tasks that are not important should be delegated.
[image: ]
This method helps students focus on important tasks and reduce time spent on less important activities. Learners can use their time and mental energy better by figuring out what is really important. In school or study settings, using task systems like the Eisenhower Matrix helps people make better decisions and reduces mental stress (Bratzke et al., 2015).
[bookmark: _Toc200502514][bookmark: _Toc200502558][bookmark: _Toc200502612][bookmark: _Toc200571711]b. Mayo Jar Activity
[bookmark: _Toc200502515]The Mayo Jar approach is a way to manage time visually. It helps to see what’s important by comparing daily tasks to filling a jar with water, sand, pebbles, and big rocks. Smaller pieces represent easier tasks, while the "big rocks" mean important responsibilities. Students work better and avoid wasting time on unimportant tasks by focusing on the most important work first. According to Wright (2002), using these visual examples helps students get ready for school, pay attention better, and stay organized with their work.
[bookmark: _Toc200502516][bookmark: _Toc200502559][bookmark: _Toc200502613][bookmark: _Toc200571712]5. Conclusion
In summary, effective time management is important for students who want to excel academically and have a healthy balance between their studies and personal life. Students can focus on important tasks, get more done, and reduce procrastination by using helpful tools like the Mayo Jar Activity and the Urgent/Important Matrix. These methods help people make better choices and control themselves, as mentioned by Bratzke et al. (2015). Besides academic importance, time management skills also prepare them to face challenges at work. Students can improve their learning and polish themselves in the future by using good time management skills regularly.
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