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[bookmark: _Toc120734331]Introduction 

 This report mainly discusses how time could be managed the best way. Time management is one of the most important skills in a successful life. Rose Leadem (2018) has collected the most famous quotes about time and the one that best fits with the report’s saying is “We think, mistakenly, that success is the result of the amount of time we put in at work, instead of the quality of time we put in.” - Arianna Huffington. As Arianna said as well, not the time’s quantity which has been spent that matters but the quality of it. The report discusses a strategy from a book (Cottrell, 2019, pp.127-133) and has a summary of the book’s sixth chapter. This chapter is about student time management, and it shows some ideas from the chapter about how to use time efficiently. Furthermore, the report has a discussion on the Eisenhower matrix, which is a useful technique for time prioritization. 
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The sixth chapter focusses on how students can most benefit from effective time utilisation and why it is critical for them to be able to manage time effectively to reap maximum reward for their studies.  Understanding how much time is necessary for different tasks is important for prioritisation, meeting deadlines and future planning.  Time management skills, it reinforces, are crucial to get both the best and the most out of an allocated amount of time.  Strategies, methods and perspectives are provided to help analyse how much time should be spent on a given task and how this decision can be altered by differing factors.  Finally, it explains how time can be saved through prioritization of tasks, depending on what most needs to be achieved in any given list of tasks. 
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 One of strategies in the book is the ten steps method that helps you to use your effectively. 
The first step is to be systematic with the time. It means to have to think through all the things that has to be done and organize them. More specifically, need to prioritize the tasks and systematically plan how to use the time, and how can it be used more beneficially so that each task takes as little time as possible. 
 The second step is calculating how much time is required to study. There is a basic assessment of how much time a task takes, but this can vary from student to student. Everybody should take into account their own abilities and existing knowledge of the any given task, estimating how much time they need. 
 The third step is assessing how to best use time now; consider how much time is being used on each job. Time should not be divisible by the number of tasks but rather the complexity of each task, which will vary from activity to activity.  Everything should be taken into account here including traveling, sleeping, eating, socializing, etc.

 The fourth step is to decide what is wanted/needed to be spent time on. After this have to be ranked what are the most important of them and set up an order of importance, this is the fifth step as well. 
 The sixth step is after all this is done; the time schedule has to be planned properly. One of the best strategies is to plan backward from the deadlines. 
 The seventh step is to actually do what has been worked out.  Always keep the plan somewhere where it is easy to look up, also, consider what might interrupt the implementation of the plan. 
 The eighth step is to try more tools of time management so everyone can choose which works best for them or even, time by time is worth changing the technique depending on the situation. 
 The ninth step highlights the need to learn a mechanism to filter out all distractions, such as the use of social media.  Interruptions should be avoided where at all possible and consider ways to avoid procrastination.
 The tenth and final step is to follow up on the implementation of the plan. If there is a deviation from the plan, there are two options; one is to redesign the plan or develop a new strategy to stick to the plan and be more committed to it.  
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 This part of the report is based on the Indeed’s article which was published in 2022. The Eisenhower matrix gets its name after Dwight D. Eisenhower who was one of the presidents of the USA who earlier served in the military. He created the matrix system after his own decision-making thoughts. It is an excellent technique for managing time effectively in everyday life, both at work and at home. It helps to prioritize every type of task based on both its importance and urgency.   
 The matrix has four categories: urgent and important, not urgent but important, urgent but not important, and not urgent and not important. The quarters of the matrix are sometimes renamed as: do, decide, delegate, and delete. 
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 The first category, ‘do’, means these tasks need to be completed as soon as possible, like tasks which have close deadlines or those tasks where their completion is fundamental to the beginning of another important task. 
 The second category encompasses jobs which need to be done by you but can be done later. This quarter may be the most important; if these works have already been done before it becomes urgent, it can reduce the activity in the first quarter ‘do’. It is often known as proactivity and it saves time, energy, and stress, which works out well because in the longer term it is one of the most important. 
 The third category means these need to be done urgently, but as they are less critical, they can be done by someone else. Most people try to solve everything by themselves because they think that is the fastest and the easiest solution. Meanwhile, in reality, most of these tasks can be easily done by others, especially any easy and routine exercises.  
Finally, the fourth category means these tasks can be completely disregarded. These activities could be the use of social media during work times or chatting socially amongst colleagues. It is worth stating that some routing tasks will sometimes need reallocating where either a person is no longer available to fulfil it or has been performed inadequately.
 To consider the home for each activity within the matrix the following questions can help you decide: 
· What are the consequences of not completing the task? (How important/urgent is the task)?
· What is the optimal and the final date for the completion of the task? (How urgent it is?)
· Surely, am I the only one who can do it, or can someone else do it? (Can it be delegated?)
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Conclusion 

As it has been demonstrated that there are many devices and strategies to effectively manage time. Each person needs to decide which is most appropriate for their needs, personality and circumstance. The ten steps are a practical method for students. Although, it is a helpful for someone who has only just started on a time management journey, where the structure means it is easily can be followed and applied. 
 The Eisenhower matrix, whilst a more complex concept, once understood it can be widely used and easily applied as well.  The urgent categories help to deal with more unexpected events or dealing with tasks that may have been neglected or forgotten. Keeping on top of tasks in the topmost righthand category ‘decide’ helps to maintain an efficient working system in the longer term. 
[bookmark: _Toc120734337]References

Cottrell, S. (2019) The study skills handbook. 5th Ed. Publisher: Bloomsbury

Indeed (2022) What Is the Eisenhower Matrix? Definition, Tasks and Tips. Available at: https://www.indeed.com/career-advice/career-development/eisenhower-matrix#:~:text=The%20Eisenhower%20matrix%20is%20a%20tool%20for%20prioritizing,be%20completed%20immediately%20and%20which%20you%20can%20eliminate (Accessed: 11 October 2022)

Leadem, R. (2018) ‘15 Quotes on Time Management From Successful Leaders’ [blog]. 30 April. Available at: https://www.calendar.com/blog/15-quotes-on-time-management-from-successful-leaders-around-the-world/ (Accessed: 30 April 2018)



2

image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David





image2.png
The Eisenhower Decision Matrix

Urgent Noturzent
H Do Decide

Delete





