
	
	
	



[image: ]






Assignment 1



Name: 
Student ID:
Module code: 
Module name: 
Lecturer:







Table of Contents
Introduction	3
Summary	3
Evaluation of the Skills	4
Importance of skills in academic and professional career	4
Tips related to the Skills	5
Conclusion	6
References	7











[bookmark: _choe955jq9ja][bookmark: _Toc150613390]

Introduction

Academic skills refer to the set of skills and learning approaches that ensure the development of the ability to study and also allow the retention of information effectively. It also encompasses traits and academic strategies that facilitate one individual to be a better student in an academic setting. It is significant as the development of such skills reflects on future career prospects and helps one to be more focused and capable of carrying out set professional duties (Balula et al., 2019). The report is going to summarise Chapter  6 of the book The Study Skills Handbook by Stella Cottrel based on the topic "Time Management as a Student". This report will carry out a discussion to summarise the key skill mentioned in the chapter which is time management. It is also going to carry out a discussion on the significance of time management skills in the context of personal and professional development. 
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Summary

The concerned published book is titled The Study Skills Handbook, written by the author Stella Cottrel. The chosen chapter carried out a detailed discussion on the features, significance, requirements, and strategies of developing time management skills as a student. At first, a self-evaluation planner was provided that can aid students in identifying and assessing their activities in order to identify the next stages or action plan for improvement of time management (TM) skills (Cottrell, 2019). The significance of time management for the students was also discussed that aids them to read and reflect on course materials and complete projects and assignments on time. However, the students also face various issues mainly emerging from the usage of technological applications such as email or Twitter. Such tools also act as a distraction for them which drifts them away from the study. Furthermore, ten effective time management steps were provided such as being systematic, identifying time requirements, current time usage, prioritising tasks, planning and executing actions, monitoring and such. Details of time required for study purposes were mentioned in terms of segregating and allocating 23 hours of study hours in a week. Detailed planning tools for effective time management to achieve the study objectives were also provided in terms of expected weekly study requirements, current use of study time, and preferred use of study time. These planning tools laid out complete details of course materials against a time frame that the students can use to fulfil their study requirements on time (Cottrell, 2019). 
This chapter also provided insight into time cycle charts that the students can use to compare and assess their present use of time and their intended use of time. This Time circle planning tool facilitates self-reflection by students to gain clarity on their intended time requirements in order to improve the quality of their course materials and complete them on time. A checklist with a priority organiser was provided with details of a rating system to segregate and manage tasks. In this regard, a priority organiser planner toolkit was also provided that the students can use to segregate their list of things based on their priorities. Effective planning and diary-keeping are also effective tools for time management that enable the students to keep records of their activities further aiding in managing deadline work. Reflection on the entries of the diary or planner was also mentioned which allows students to gain an idea of their strengths and areas of improvement. Based on the insight, the students were encouraged to use a ‘to-do’ list to map out the essentials (Cottrell, 2019). One planner was also provided by the author in this regard, which mentions working backwards from deadlines like brainstorming or reflection, research methods identification, content organisation, preparation of drafts and such. Time management techniques and strategies were also mentioned, that is, including time blocks, multiple methods, online study, limited word usage, reference records, copying files, and such that can further aid the students. In addition to this, the significance of managing procrastination and distraction to improve learning outcomes was also mentioned like using distractions as resources or identifying and limiting time eating ‘danger zones’ like social media apps or sites (Cottrell, 2019). 
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Time management skill is fundamental in both academic and professional settings. In terms of academic settings its significance can be observed across these contexts-
· Learning enhancement: Effective time management allows the students to break down complex topics into comprehensible small parts to further segregate and allocate tasks related to academic courses within a set time period. It also enables the students to learn the academic content thoroughly through effective management of the learning content (Adams and Blair, 2019). 
· Meeting deadlines: Various academic course-related activities like group projects, assignments, and presentations have strict deadlines. Effective time management enables the students to complete the tasks before the set deadlines by balancing extracurricular activities, social commitments, part-time jobs and such (Alyami et al., 2021). 
· Improved focus: Effective time management skill also allows to avoid procrastinating which disables students to be distracted from their primary academic goals. Allocation of dedicated time also improves focus and concentration (Zimmerman et al., 2023). This in turn enhances better acquisition and retention of learning content. 


[bookmark: _GoBack]In terms of professional setting, this skill will be significant across the following areas :
· Meeting work deadlines: In the workplace, employees are assigned tasks or projects with specific deadlines. Effective time management skill ensures completion of tasks on time and meeting project expectations (Alvarez Sainz et al., 2019). 
· Career advancement: Time management also enhances employee productivity through task prioritisation and time wastage reduction. It can also enable carrying out extra responsibilities further escalating career advancement (Savickas, 2019). 
· Stress reduction:  Completion of tasks before time enables employees to handle work pressure effectively which in turn reduces chances of burnout and stress. It also results in better management of work-life balance (Gregg, 2018). 
Thus, the development of effective time management skills is significant for both personal and professional contexts as it enables one to achieve their set goals and positively impact their satisfaction and success in personal and professional aspects. 
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Tips related to the Skills
In order to develop and improve time management skills, certain tips can be suggested that can ensure the enhancement of both academic and professional growth. At first, it is essential to set short-term and long-term objectives that will guide the tasks. Tasks can later be segregated in terms of priorities. The large activity-based tasks can be broken down into smaller fragments that will be manageable and help in focusing on specific areas. A to-do list can be prepared in this regard to identify the completed parts. Finally, planners and planning tools can be incorporated into the skill development plan to visualise the tasks in terms of getting more clarity of actions. In terms of developing this skill for academic purposes, study blocks can be integrated to avoid procrastination and conduct a more focused study session (Cottrell, 2019). Moreover, it is essential to make necessary adaptations to the time management skill development plan to adopt and implement strategies that work and are suitable for achieving the set objectives (Zimmerman et al., 2023).    
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Conclusion

In conclusion, the development of essential academic skills is essential to ensure personal and professional growth. In this report, a thorough discussion on the significance of time management skills was carried out. In the first section, a summary of a published source of literature which is Chapter 6 of the book The Study Skills Handbook by Stella Cottrel was provided. The significance of time management for students as mentioned in the chapter was also summarised in this report. Furthermore, the significance of time management in different contexts of personal and professional life was also provided in this report. 
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