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[bookmark: _Toc130368924]Introduction 
Both academics and businesspeople need to be adept at time management. It enables people to organize their schedules, set priorities for their jobs, and lessen stress. Students must consequently comprehend the value of mastering time management skills as well as the best ways to do its (Brieger, De Clercq and Meynhardt, 2020). In the modern workplace, time management is a critical skill for business executives as well as students who want to succeed in their studies. This report will explore how students can develop better time management skills, concentrating on two tools/techniques that were covered in class and two more ones that can be discovered through reading and study. 
[bookmark: _Toc130368925]Time Management Tools/Techniques Discussed in Class 
The usage of to-do lists was one method of time management that was covered in class. To-do checklists are a useful tool for organizing work into manageable portions and for tracking accomplishment of objectives (Cook, 2020). They may be utilized to prioritize things that need to be accomplished as well as plan out chores for the coming day, week, or month. The usage of calendars was another resource covered in class. Schedules are useful to establish deadline and reminder for tasks that must be performed as well as to schedule how to utilize time with an additional visual approach. Calendars can be used to schedule lengthy tasks and give a general idea of when they will be finished. 
[bookmark: _Toc130368926]Research and Reading 
The usage of automatic reminders and the Pomodoro Technique are following two-time management strategies that can be discovered through reading and research. For chores that must be finished at specified times, computerized reminders can be helpful and guarantee that duties are not neglected (Ellis, 2020). The Pomodoro Method is a method for organizing work into manageable chunks of time that can help you stay focused and minimize interruptions. Both academics and businessmen need to be adept at time management. 
[bookmark: _Toc130368927]Why is time management important to students? 
Students should have good time management skills since they can use them to succeed academically. This involves attending classes, studying for tests, and fulfilling assignment due dates. Students who are adept at managing their time well can also get the most of their recreational time by engaging in leisure pursuits, extracurricular activities, and other interests. 
[bookmark: _Toc130368928]Why is attention management crucial for those in business? 
For those in business, time management is equally crucial. It can assist professionals in effectively managing their workload, setting priorities, planning their calendars, and staying on top of their work. By making sure that projects are finished on time, efficient scheduling also helps professionals control their stress levels. 
[bookmark: _Toc130368929]How can pupils develop their capacity for time management? 
· Students can use a variety of techniques to develop their time management abilities. 
· Establish goals: Students ought to establish attainable goals and develop a strategy for achieving them. 
· Set task priorities: Students should order their assignments in order of significance and urgency. 
· Create a routine: Learners should create a regular schedule and follow it. This can ensure that chores are finished on schedule. 
· Make use of a calendar: Learners should utilize a calendar to remember deadlines and significant events. 
· Prevent procrastination: Pupils should steer clear of procrastination and concentrate on finishing assignments as soon as they can. 
[bookmark: _Toc130368930]How students can improve their time management skills 
Developing a plan and establishing goals is the first step in strengthening time management abilities. Creating a to-do schedule and establishing deadlines for chores will help with this. This makes projects more doable by dividing them into smaller, more manageable pieces. Also, it promotes achievement and progress monitoring (Adams and Blair, 2019). It's critical to maintain discipline and attention in to handle time successfully. Procrastination and distractions like monitoring social media or streaming video games should be avoided by students. They frequently result in lost time that might have been spent to accomplish goals. The following tactics can be used to assist pupils in strengthening their time management abilities:
· Create a plan: First, decide what must be completed and when. Depending on the workload, this can be done either weekly or daily. Setting realistic goals and assigning projects a priority order can help you finish everything on time.
· Maintain organization: It's crucial to keep track of projects, due dates, and key dates. Learners can use an electronic or publication diary to organize their planning and keep everything in one place.
· Take frequent pauses: It's important to take frequent breaks from studying to avoid burnout. Every hour, a brief pause will enable you to improve
· Delegate: It's crucial to delegate if a project is too big for one individual to do alone. This can entail enlisting the assistance of friends, family, or tutors.
· Treat yourself: It's crucial to treat yourself to a break after activities are finished. You can accomplish this by taking a walk, devouring a good book, or partaking in a pastime.
· Students can develop greater abilities to manage time and have more balanced lives by using the tactics listed here. Students may successfully manage their schoolwork and have a good time while they are at school with the right strategy.
[bookmark: _Toc130368931]Recommendations 
Professionals in business require the ability to manage their time effectively. Also, a lot of CertHEBusiness students have trouble with it. The following suggestions are made to assist these pupils in strengthening their time management abilities (Ahmad Uzir et al., 2019). Students should first draft a study plan. They may establish a precise schedule for their studies with this, and the structure it offers will keep them focused and organized. The schedule should specify deadlines for finishing worksheets and studying for tests. Second, to be organized and on track with their studies, learners ought to utilize a calendar or scheduled tool. To avoid forgetting anything, scheduling tools can be used to establish appointments and notifications for forthcoming chores. Fourth, they should regularly take breaks from studying. Breaks can help students stay focused by reviving their minds. Pupils should figure out how to lessen distractions. This can involve setting a time restriction on social media, disabling notifications, and cutting back on other hobbies that can interfere with study time. Students enrolled in CertHEBusiness can become more time-efficient and more prepared for their coursework by adhering to these suggestions.
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