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Introduction	
In school, in the workplace and life, managing time is one of the most important things. As a student, it is crucial to manage your time well in order to study effectively to gain success, which helps to decrease stress and concerns. Using different time management strategies, students can prioritise tasks, reports and all actions including for the study process, and finish before the time limit. However, most people find it difficult to manage their time because they have a lot of things that distract them. Not being able to manage time well can really affect your study or work. This report will discuss the importance of time management for academic work and for the workplace, and how this skill helps to raise personal success.
How much and how well students spend time studying directly affects the success of learning. Spending more and effective time for reading, doing exercises, researching and preparing for exams, students are much more likely to achieve well. Effectively used time gives us a choice of how to spend the rest of our time (Cottrell,  2019). 
Benefits of time management
Time management skills help students and professionals reduce anxiety and stress, enable prioritization and completion of activities, which helps increase productivity and efficiency. Students who managed to write their reports earlier than the deadline are much more relaxed and manage to find time for a holiday and meet with friends. Starting a task as soon as it is given helps to find earlier and more specific information about a problem. The ability to prioritize our daily tasks leads to their successful and quick completion. This applies to both students and workers. However, this can be made difficult by distractions. Such things can even be people's favourite things, such as sports, watching movies with friends, walking in the park, using social media. This may impair study or work performance. However, effective time management can use these weaknesses in a positive. Coming home after lectures on the bus, we can go over what we learned during the day, and prepare notes. In the cafe with friends, you can discuss the future project or task (Cottrell, 2019).

Effective time management equals success  
According to Cottrell (2019), there are ten steps for effective and successful time management. In addition to time for work and study, each person must also find time for eating, sports, and sleeping. The choice of exactly how many hours to use for different activities is our personal choice and we should use it carefully. According to Cottrell (2019), the time circle graph depicts the use of time now and how we want to use it in the future. Is a wonderful technique for increasing and properly managing time for study and work. Dividing this circle with colour designations makes it easy to differentiate between desired and actual time usage. At the workplace and the university, many similar graphs are visible, with information on what percentage of the task has been completed in a certain time. This helps in setting and tracking our goals. Task priority helps students find space for both their studies and their personal needs. Must be always a balance between studying and spending time with friends and family. Prioritization tasks by importance in work leads to an increase in efficiency and quality. To easily set these priorities can be used checklist and priority organiser (Cottrell, 2019). Written and tracked, tasks are followed consistently. Thus, the unimportant things remain last, and we may not even get to their implementation. This is very important in our preparation for the assignment and in fulfilling the duties at work.
Starting this report weeks before it is due, is an example of another time-efficient technique. In this way, there is time to find additional information, read more, form and systematize the assignment. Once the draft is done, it allows for reviewing and editing, which increase the quality of the work. According to Cottrell (2019), this is a plan backwards deadline. In the workplace, every project has a deadline. Preparing all the available information, consulting with colleagues, shaping the important highlights and meeting the deadline leads to satisfaction and in many cases the promotion of the team.
Every student and worker also needs rest. Proper use of breaks and mixing them with work and study leads to better impact. Each person is an individual and should choose the type of vacation use that works best for them (Cottrell, 2019). A person's physical and mental workload has a huge impact on their productivity, which is why the correct and effective use of breaks is important. Studying with a timer and keeping track of the time helps to take breaks properly. At every workplace, for example, the employee has a fixed time break after a few hours of work.
Breaks also have their risks for time management. Many students and workers use their free time to check phones, websites, social media and YouTube. This short-term distraction can turn into long-term rest and even procrastination. According to Cottrell (2019), the biggest distraction comes precisely from the Internet and social networks. This has become a serious commitment for companies as well. Many of them stop access from the office computers, to social media, youtube and others, of their employees. In the learning process, this negative can easily be turned into a positive. Watching youtube can become a help for the student. Many of the videos are directly related to topics of the learning process, easily explained, visualized and more easily acceptable to the student. The information is presented with examples, pictures and graphs, which helps the student to understand and remember the given topic.
Improving time management skills
Improving the efficiency of time management helps to complete our tasks earlier and better, which leads to more free time. Saving time in studying is possible if we have well-prepared the important information and systematized it. Keep notes properly, briefly and clearly, and then use them in the preparation of the report (Cottrell, 2019). Using different software for easy and quick copying, referencing is also a technique with which we can save time and increase the quality of our work (Cottrell, 2019). It is strictly individual for each person which technique would help them more. Trying each one and mixing them up would be ideal for improving both learning and the workplace.
Conclusion
In conclusion, time management is very important, both for students and for the workplace. Effective use of this skill helps students easily and calmly reach the end of this adventure called education. Developing the techniques and effectiveness of time management during the years of education will also help to easily implement in the work process afterwards. Workers who effectively use time management increase their productivity and quality. Concentrating and quickly completing assigned tasks, which is part of the effectiveness of time management, leads to an increase free time. The opportunity to spend more time with loved ones and with our favourite activities makes a person happy and satisfied with life.
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