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TIME-MANAGEMENT
AN ESSENTIAL SKILL FOR STUDENT SUCCESS IN HIGHER EDUCATION 





Effective time management can be defined as the process of planning and organising how to divide your time between specific activities to work more efficiently and effectively. It involves setting goals, prioritising tasks, allocating appropriate time for each activity, and using strategies to stay focused and avoid distractions.

Time Management is essential in the demanding environment of higher education in today’s digital world where students juggle lectures, assignments, extracurricular activities, often families and jobs. Time is often one of the most valuable resources available to us as people, but this is often misused. In a world that is constantly demanding productivity.

Students have to be organised and have a deliberate approach to organise their schedules so it can become almost easy or easier to stop them falling behind, becoming overwhelmed and stressed by all the competing challenges and day to day demands. This report looks into the importance of effectively using this time correctly.
One of the foundational strategies in time management is setting clear goals. Goals provide direction and purpose, allowing individuals to focus their efforts on what truly matters. By defining short-term and long-term objectives, individuals can align their daily activities with broader aspirations.
“There are 168 hours in the week for us to do all the things that our lives comprise of, like sleeping, working and playing. Everybody has the same number of hours in a week.” Poor management of this time will not direct us to nail the goals we want or accomplish the tasks set out, time management matters more than ever in this rapidly growing digital world, for students mastering this skill matters, to grow to stop stress levels and to prepare for the future. (Hilder,B,2001,P.16)
“In order to plan and prioritise effectively, it is essential to have a diary or time sheet of some kind. You may find using an electronic calendar, such as those found in Google mail or Outlook useful.” (The Library - Salford Uni Library)
Scheduling and planning are also vital components of effective time management. Creating a daily or weekly plan allows individuals to allocate time slots for specific activities, ensuring that essential tasks are not overlooked.
Strategies used in the digital world with students of higher education are, using digital tools to create and balance with life apps, digital calendars, organisers, prioritising tasks taking away or dodging any distractions that get in the way, reaching out for help when needed can all digitally can be done. 
Digital calendars such as google calendar that a lot of students depend on its integrated with IFTTT (IF This Then That) which is an automated tool that connects with many other digital apps its gps tracked and can be awesome for scheduling as it can be easily accessed on any digital device, used on and offline. 
A common barrier to effective time management is procrastination. Delaying tasks not only leads to last-minute stress but can also compromise the quality of work.
“Procrastination is one of the things that badly affect productivity. It can result in wasting essential time and energy. It could be a major problem in both your career and your personal life.” (Raju, 1997)
Overcoming procrastination requires conscious effort and the adoption of effective time management strategies. One key method is breaking tasks into smaller, manageable steps to reduce feelings of overwhelm.
Setting clear goals and maintaining a consistent routine also play crucial roles in time management. By establishing daily or weekly objectives and planning, individuals can stay focused and motivated. Eliminating distractions, such as unnecessary social media usage, and setting realistic deadlines can further enhance productivity.
Maintaining a healthy work-life balance is essential for sustainable time management. Overcommitting can lead to burnout and decreased productivity. It is important to schedule time for rest, recreation, and personal relationships. A balanced approach not only improves mental and physical well-being but also enhances overall focus.
Effective time management is a combination of thoughtful planning, disciplined execution, and maintaining balance. By setting goals, prioritising tasks, scheduling effectively, avoiding procrastination, and ensuring personal well-being, individuals can make the most of their time and achieve greater success in all areas of life. Developing these habits may require learnable effort and consistency, but the rewards in productivity and peace of mind are well worth it.
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