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Introduction
As a student, time management is important to studying successfully. Students should think about time requirements for their study programs and gain a clear sense of how they spend their time. Effective time management in school involves the students applying time management strategies to help in saving time and making the most use of their time. However, time management is not an easy deal for most of them, based on the fact that there are many distractions. Lack of time management skills can have a major negative impact on the studying and learning process as one can fail to accomplish his or her learning goals. Students are responsible for organising their study time, which can be a challenging task. With time management being an essential skill for students, this essay evaluates the importance of time management skills in future academic work and workplace. 
Time management matters for students as it can increase their study success. According to Cottrell (2019) pp 123-150, a student’s success is affected by two time-related factors, which are the amount of time one spends on his or her studies and how they use that time. A student is likely to perform well in his or her studies if they put more time into various study tasks.
Benefits of time management
Well-managed time means that one has time for basic things such as sleeping and eating properly. It means that one can learn to juggle various study demands, including personal interests, social life, family, and personal commitments. Effective time management means that one feels confident in approaching different matters, which means that they do not miss out or forget important things. Time management is of great importance for future academic work. The first benefit of time management in academic work is that it can help a student achieve his or her learning goals more effectively.
In order to practise effective time management, a student should learn how to manage distraction and procrastination. Cottrell (2019) pp 123-150 asserts that effective study depends on the student’s state of mind, time, and space. Effective learning also depends on how the student organises his or her study materials to suit their learning styles. As such, to manage time during the study, the first step is to create a state of mind that allows one to study effectively. According to Cottrell (2019) pp 123-150, students have a major challenge in getting into the right studying mood. This can be due to distractions such as phone calls, texting and tweeting, housework, TV, browsing online, and endless cups of coffee. This can result in one focusing on different things rather than getting down to study. As such, effective studying can be achieved by setting the right state of mind. This can be achieved by reducing the number of distractions during the study process. A successful study session is one where students are able to learn without distractions. To achieve this, it is important to identify and manage distractions (Cottrell, 2019 )pp123-150. Managing distractions can be achieved by identifying the time-eating danger zones. The most common form of distraction is online, which is cited as one of the major factors challenging students’ time management. Browsing can lead to students visiting e-resources and websites that can end up taking a significant amount of their time. Although the sites can be useful in one’s learning process, they can distract students by taking too much of their time. This can lead to easily moving from the main purpose of learning. As such, if one is using online resources to study, it is important to notice the danger zones that eat into one’s time. This can be followed by deciding the amount of time that one wants to spend on these websites. Setting a considerable amount of time in these danger zones and sticking to the time limits can improve the time-management process of the student. This shows that identifying and managing distractions can improve the study sessions of the students.
The importance of time management in the workplace
Time management skills are important in the workplace as they can help in improving the quality of work. Employees have a responsibility to deliver certain standards and quality of work. However, delivering quality work can be challenging if the employee fails to manage his or her time properly. Effective time management means that employees can be able to prioritise their tasks, which can result in them producing high-quality work. One element of time management is that it helps some prioritise his or her work without facing distractions. This can also provide the employee with plenty of time to complete the given tasks, where such dedication can result in the provision of high-quality work. This can be essential in improving the productivity of the employees.
Factors affecting time management 
Time management for students is affected by several distractions and challenges. The greatest distraction for most students is social media. Cottrell (2019) pp 123-150 asserts that in the social media era, students spend a lot of time juggling through different social media apps such as Facebook, Instagram, Twitter, and YouTube. The constant urge to keep checking social media platforms is based on the fact that people feel like they are missing out on something important. Another challenge in time management for students is poor concentration. Students are more likely to drift during study time due to the inability to maintain focus.
Recommendations on how to improve time management skills
Effective time management can be integral to the learning process of students. As such, Cottrell (2019) pp 123-150 recommends several strategies that students can use to save time. The first strategy is to save time when making notes, which means that one should only focus on ensuring that notes are legible and useful. Another strategy is saving time by copying between files, where one can use software such as Google Docs and Dropbox (Cottrell, 2019) pp 123-150. Students can also save time by making the most of spare moments, which can include activities such as listening to revision points or lecture materials when on activities such as queuing. Students can also manage their time by saving time by reading and looking for notes. Another time management technique, as asserted by Cottrell (2019) pp 123-150, is saving time in writing references by using electronic referencing tools for developing ready-to-use citations. Students can save time by using word limits to focus their energy, which means that one should ensure that they should write as per the recommended number of words in assignments. Students can save time organising information by using tools such as the Macmillan Student Planner, which can avoid wasting time coming up with manual lists.
Another strategy for achieving effective studying is creating the right environment. One can achieve this by making a conscious note regarding the type of environment that suits his or her study style. Some students can prefer having background noise during studying, while others can prefer a quiet environment. Some students can learn better in a library, while others can learn better at home. Some are individual learners, while others prefer group learning. As such, a student needs to identify the right environment that suits his or her learning style as it can improve the learning results.
Conclusion
In conclusion, time management is important to a student’s learning journey. This means that it is essential for a student to have effective time management skills. Time management skills can have a positive impact on both academic and professional life. In academic life, time management skills can help a student achieve his or her learning goals better. These skills also help in preventing delay, which can improve the learning process. In the workplace, time management skills are important as they result in improved and better performances. They are also important as they allow employees to improve the quality of time and improve their productivity. In time management, a student should become aware of the course expectations, including the number of assignments and their deadlines. This can be followed by scheduling and planning how the time will be spent and on what. Knowing important deadlines and dates can help in systematic planning towards them. A student can become an effective time manager by becoming systematic in using a planner or diary as they can help in keeping one’s life organized. A planner or diary can help one become clear on what Using time-saving strategies can have a positive impact on the studying and learning process for students as it can result in more free time, which can allow one to enjoy time for both school work and personal life. 
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