[bookmark: _Hlk131079123]Module Name: Academic Skills

Module Code: LCLM 4001

Assignment Title: Academic Skills

Task 2 -Academic report

Student Name:Ionut Lupu

Student ID:2124443

Module Leader:SUKHPREET GREWAL








Table of Contents
Task 2: Academic report	1
Introduction	1
Time management techniques	2
Importance of time management skills to students and business professionals.	2
Time management skills in relation to the studies at UWTSD	3
Recommendation on the best ways CertHE business students can improve their time management skills.	3
Setting realistic goals	4
Creating a schedule	4
Prioritise tasks	4
Avoid distractions	4
Conclusion	4
References	5






[bookmark: _Toc131079200]Task 2: Academic report
[bookmark: _Toc131079201]Introduction
Time management is the process of organising time spent on various tasks to maximise productivity and effectively accomplish goals (Bhasin, 2021). It entails setting deadlines, prioritising tasks, and using planning tools like calendars as well as to-do lists. Stress can be reduced, productivity can be increased, and work-life balance can be improved with good time management (Sahar, 2021). The report will discuss the value of time management skills for students and working professionals in addition to listing time management tools and techniques. It will also provide instances of time management abilities in relation to UWTSD academic studies. Additionally, it will offer suggestions for how business students can best enhance their time management abilities.  
[bookmark: _Toc131079202]Time management techniques
The Eisenhower Matrix and the Pomodoro Technique are the two most efficient time management strategies that were discussed in class. The Pomodoro Technique divides work into 25-minute segments and then incorporates brief breaks (Cirillo, 2018). This method fosters concentration, lessens fatigue, and boosts output. The Eisenhower Matrix involves classifying tasks according to their importance and urgency and then prioritising them as necessary (MindTools, 2021). It increases productivity and lowers stress by assisting people in determining which tasks must be completed right away and which can wait or be delegated. 
There are also various time management tools that will be found through research and reading. There are many tools for time management that are available to help people manage their time well. A calendar is a common tool that people use to schedule meetings, appointments, and deadlines all at once (Brodsky, 2019). Calendars can be physical or digital, and some well-liked digital options are Microsoft Outlook and Google Calendar. Additionally, note-taking applications like Evernote and OneNote can aid people in maintaining their organisation and remembering important details. These tools make it possible for people to gather and keep notes, articles, and other pertinent data in one place for later access and reference (MindTools, 2021).  
[bookmark: _Toc131079203]Importance of time management skills to students and business professionals.
Time management skills are essential for both students and business professionals as they may make people more productive, less stressed, and more successful at achieving their goals. Effective time management techniques can assist students in juggling their academic workload with extracurricular activities, part-time jobs, and personal obligations. Students can avoid procrastination and meet deadlines with less stress by prioritising tasks and breaking them down into manageable steps (Sahar, 2021). Additionally, effective time management abilities can aid students in getting the most out of their study sessions and improving their academic performance (Bhasin, 2021).
On the other hand, having good time management abilities is crucial for business professionals to succeed at work. Professionals are better able to meet deadlines and increase productivity by setting priorities for their work and using their time wisely. Reduced workplace stress and improved work-life balance are two additional benefits of effective time management (Sahar, 2021). Furthermore, having effective time management abilities can be important for career advancement as they show one to be organised and productive (Bhasin, 2021).
[bookmark: _Toc131079204]Time management skills in relation to the studies at UWTSD
My own effective time management skills are essential during my studies at the UWTSD to successfully complete my studies while trying to balance my other obligations and the demands of my academic workload. I can use a variety of time management techniques while studying at UWTSD. I can organise my academic work according to deadlines, importance, and level of difficulty. I can organise my tasks using a to-do list or task management app to ensure that I complete the most important ones first. I can also set objectives for every term of study, like getting a certain GPA or finishing a certain number of assignments. I can stay motivated and committed to achieving my goals.
I can also plan my study time so that specific blocks of time are set aside for reading, attending lectures, finishing assignments, and taking part in extracurricular activities. I can manage my time well and avoid procrastination by sticking to a regular schedule. To stay focused and productive, I can also limit distractions like social media, email, and television during my study time. To avoid getting side-tracked, I can block distracting websites using productivity software or browser add-ons. At the UWTSD, I am learning and sharpening these time management techniques so that I can increase my output, lower my stress level, and succeed academically.
[bookmark: _Toc131079205]Recommendation on the best ways CertHE business students can improve their time management skills.
Time management is an important skill for students, especially those working towards a Certificate of Higher Education (CertHE) in Business. Students who manage their time well can successfully balance their academic, personal, and professional obligations, which will ultimately result in academic success and career advancement. The following are some suggestions for CertHE Business students to enhance their time management abilities:
[bookmark: _Toc131079206]Setting realistic goals  
Students need to decide what their academic and personal objectives are and set deadlines that are doable. They can prioritise their tasks and manage their time more effectively as a result (Fogarty and Pete, 2017).
[bookmark: _Toc131079207]Creating a schedule 
Students should make a weekly or monthly schedule that incorporates their coursework, assignments, and other commitments. There should be time built into this schedule for rest, recreation, and breaks (Covey, 2004).
[bookmark: _Toc131079208]Prioritise tasks 
The most crucial and urgent tasks should be prioritised first by students. They can effectively manage their time and stop procrastinating as a result (McLeod, 2018).
[bookmark: _Toc131079209]Avoid distractions 
During study time, students should limit interruptions like social media, email, and phone calls. They may be more productive and able to maintain focus as a result (Seaward, 2018).
[bookmark: _Toc131079210]Conclusion
In conclusion, both students and business professionals need to have strong time management skills. Effective time management techniques can support University of Wales Trinity Saint David students in balancing their academic workload with other commitments and efficiently achieving their academic goals. Time management techniques that can be used while studying at UWTSD include setting priorities, setting goals, making a study schedule, and staying focused. Students can increase their output, lower their stress levels, and succeed academically by developing and honing these skills. Time management skills are becoming more and more crucial in today's fast-paced and competitive world, and people who can do so will likely succeed in both their personal and professional lives.
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