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Everyone has 24 hours in a day, but how they utilise their time makes them successful or a failure. Time is money, and it is something that can't get back once it's gone. Therefore, time management is a very useful practice for anyone who wants to be successful in life. Students who study in higher education face many challenges, like attending classes, doing homework, studying for tests, and managing personal responsibilities. So, effective management of their time is very important. This report discusses managing time, explains why it's important for academic performance, and shares two helpful strategies that students can use.
[bookmark: _Toc222921593][bookmark: _Toc222921636]2. Definition of Time Management
Time is not just about measuring moments; it's more about how it is utilised to reach goals and get things done efficiently (Little, 2018). Therefore, time management means planning and utilising time wisely to enhance productivity by deciding which tasks are most important (Patzak et al., 2025).  It focuses on doing the right tasks at the right times to work better and reduce stress, instead of just trying to do more work.
[bookmark: _Toc222921594][bookmark: _Toc222921637]3. Importance of Time Management for Academic Success
Effective time management is very important for academic performance because it helps students finish their work on time, which lowers stress and keeps them from getting too tired (Patzak et al., 2025). It helps reduce stress from academic work because focusing on important tasks makes it easier to handle responsibilities. Also, managing time helps students be more disciplined and control themselves, which leads to better grades and satisfaction (Trentepohl et al., 2022). It also gives them important skills they will need for jobs in the future.
[bookmark: _Toc222921595][bookmark: _Toc222921638]4. Time Management Strategies
Strategy 1: Prioritisation Using the Urgent-Important Matrix
A helpful way to decide what to focus on is using Covey's urgent-important matrix (1989). This tool sorts tasks into four groups: Quadrant I has urgent and important deadlines; Quadrant II has regular reading and planning that are important but not urgent; Quadrant III has interruptions that are urgent but not really important; and Quadrant IV is for time-wasting activities that are neither urgent nor necessary. 
Effective time managers mostly focus on Quadrant II tasks that are important but not urgent. If take an example of a student who has many activities lined up, such as exam preparation, assignment making, going for picnic, and visiting relatives. However, the student gives priority to studies even if there's no test soon, the student who studies their books and reviews notes every week will be better prepared for exams. This plan helps stop assignments from becoming last-minute rushes, which reduces stress and improves school work. Below the table is an example of a keen student who effectively manages time.
	Quadrant 1 (Important - Urgent)
Exam due Next Morning
	Quadrant 1 (Important – Not Urgent)
Submission of Assignment next week & Preparation for Final Exams

	Quadrant 2 (Not Important –Urgent)
Attending Students farewell may be avoided

	Quadrant 4 (Not Important – Not Urgent)
Watching a movie on the weekend


Strategy 2: The 4D Strategy for Time Management
4D strategy is another important approach to time management, which helps in making decisions while working on tasks (Roman, 2025). It sorts tasks into four groups: 
· Do it, 	
· Defer it, 
· Delegate it to someone else, 
· Delete it. 
Students choose what to do when they get a new task. They do urgent tasks right away, put off important but not urgent tasks, assign group project jobs to others, and leave those tasks/activities that waste time. This method helps stop tasks from piling up and makes it easier to make decisions, which can lead to better academic performance (Adams and Blair, 2019). Using the 4D model, students can take control of their work to meet deadlines.
[bookmark: _Toc222921596][bookmark: _Toc222921639]5. Conclusion
In summary, time management is an important skill that must be learned by students and or anyone to become successful in life. It helps students plan their tasks, finish their work on time, and reduce stress. It means planning and organising time on purpose to use it better. This can help do better in academics, feel less stressed, and become more disciplined. Two important ways to handle studies for College and University students are the urgent-important matrix and the 4D strategy (Do it, Defer it, Delegate it, Delete it).  The urgent-important matrix helps students focus on important tasks so they don’t turn into big problems. The 4D strategy encourages quick decision-making to avoid being overwhelmed by too many tasks.  By using these strategies regularly, students can feel confident about their academic work, meet deadlines ahead of time, and keep a good balance in their lives.
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