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Introduction

   We live in a hectic world, and it takes work to allocate your time correctly. Most people do not pay attention to this and often need more time to complete their essential tasks. Time management is an important skill that every person should know how to use appropriately. Most of all, it is vital for students how they manage their study time properly. For successful learning and realisation in life, a person must use his time correctly because his future depends on his decisions, and time cannot be returned. 
   Many external factors prevent students from being focused and using their time properly to their advantage. It is difficult for students to cope with all the tasks they have. It is understandable. With time, responsibilities increase, and they must start planning their time correctly. Students can quickly become distracted while studying or have no time to study at all. Technology both helps and sometimes hinders. It is no secret that students like to spend their free time on social networks. There is nothing wrong with that, but when you cross the line and spend hours doing nothing, it can impact later on. Instead of wasting time on social media, students can use technology and the Internet to learn helpful information about their studies. Yes, it is difficult for students to use their time correctly and successfully, but it is not unattainable. 
   Students should use their study time properly. Thanks to the book ‘’ The study skills handbook,’’ supported by strategies and techniques, everyone can get to know them. The chapter ‘’Time Management as a Student’’ can help students understand the importance and effectiveness of proper time management for successful study. Every student needs to rearrange their priorities. They must be able to differentiate their time. They need to learn to allocate how much time they need for essential tasks and how much time they need for hobbies and entertainment. 

   This report will discuss how students can manage their time correctly with practical techniques and strategies. It will also show how to deal with distractions while studying. According to Cottrell (2019, pp. 123-150), there are two main factors that students must follow and comply with. They need to determine how much time they need to study and how they use it. They must be organised and consistent because all these efforts will one day pay off in their favour.


The benefits of Time management and How to be handing with distractions

   According to Cottrell (2019, pp. 123-150), Time is equal to choice. It is essential for the students what choices they make. If they manage their time the right way, for their tasks and exams, of course, they will have free time for their hobbies or spend time with family or friends.
   First, every student must make a program for their exams and studies. For example, they can be planning time for assignments. Every person is different. Some people prefer to study in the early morning; others prefer to study in the quiet night. There are many options on how and when to choose what plan is better. When you make a good plan, the planning will work for you. 
   Second, the students can make ‘’To do’’ list. According to Cottrell (2019, pp. 123-150), Checklist provides a simple but effective way of drawing together and keeping track of everything you need to do. It is beneficial when you mark your task for the day clearly. You can follow them easily. You will have all the essential things you need to do on paper, and you cannot forget and miss something. For example, it can be drawn when the assignment is. What material needs to be read about the assignment. The more specific you are, the easier it is to follow your schedule.
   And last but not least, what can help for successful studying, is a good organisation. According to Cottrell (2019, pp. 123-150), good organisation helps time management. Prepare everything that you need for studying. For example, choose exactly what material you need from the book or the sources you need. Mark only the vital information that you need for the exams and assignments. This way, you save time with the information you don’t need. 
   It can be easy for students to be distracted during studying. They like to spend time on social media like Facebook, Instagram, and YouTube. According to Cottrell (2019, pp. 123-150), it is suitable for creating the right environment. Find the place where you feel more focused on studying. This can be places like home, library or even some quiet coffee shops. Avoid calls that distract you, or just set time limits for calls. One time you find the right environment, this can change your thinking and motivation. 


Time management in Personal and Professional plan

   Managing your time effectively can have a significant impact on your life. Sometimes, it may seem like the day passes too quickly, leaving you with unfinished tasks. According to Cottrell (2019, pp. 123-150), prioritising your tasks is crucial to make the most of your time. Determine which tasks are most important, both presently and in the future. Jot down urgent tasks and those that can be put off. This will help you keep track of what is essential. However, it's impossible to complete all your tasks at once. Thus, learning how to prioritise is key to becoming a responsible individual. Additionally, it can help enhance your work performance. When you prioritise your work tasks, you are more focused and efficient. As a result, you become more responsible, which can lead to better outcomes both in your professional and personal life.

Conclusion

   To summarise, mastering time management is a valuable skill that can greatly benefit students. They can expect to receive only positive outcomes from that.  It will all be worth it in the end once the study is completed and all efforts have been made. Learning time management strategies and techniques will transform you as an individual and positively impact your life.
   
   Effective time management is crucial for success in the workplace. By mastering this skill, you can become a reliable and responsible employee who can handle any task assigned by your manager. Your colleagues will notice your progress over time, and you'll be able to accomplish more in less time.
   
   Effective time management is essential for success. Prioritising tasks and avoiding distractions leads to increased productivity and effortless goal accomplishment. Anyone can develop good time management habits with dedication and practice to unlock their full potential.
   
   It's important to plan out your day and week in advance. One helpful way to do this is by creating a diary that includes all of the tasks you need to complete. Be sure to allocate time for both work and leisure activities, and create a schedule that you can easily follow. This will help you stay organised and on track.
   
   By staying motivated and organised, you can successfully achieve your aims. Effective time management is a key factor in achieving success. Mastering the art of time-saving can significantly improve your performance in academics, professional life, and personal affairs.
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