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Time Management 

In our life, time is extremely important. Maintaining scheduling and planning our daily activities is important. Generally, time management involves developing a solid, workable plan that will boost our daily effectiveness and production. In our fast-changing world, life often deviates from our plans because we push ourselves off course along the way. As a result, there is constant time wasted. The capacity to plan and control how we use our time so that we may effectively carry out our priorities is one of time management's most important skills. Making the appropriate decisions in a timely manner is time management. Time is equal to everybody stops for no one. There are 24 hours in a day for everyone, but some people are better at handling their time than others. Time management is so necessary in both private and professional relationships.
In general, time management is a deliberate commitment to dedicate a specific amount of time to completing a task successfully. Furthermore, it is believed that productive effort is essential if one wants to achieve better results. Therefore, productivity is the top focus here. Additionally, a great example of effective time management is finding a balance between your work, social, and any other interests or activities. Planning and following out pre-scheduled activities with the intention of increasing productivity, effectiveness, and efficiency is the process of time management. Time performance is described differently in different cultures. However, the two most popular approaches are a multi-active time view and a linear time view. A linear time view aims to complete one task at a time, whereas a multi-active view focuses on completing a larger number of activities concurrently. Although performance and effectiveness are emphasised, students are free to develop their own viewpoint on time management. Time management is important because it helps to set a timeline for completing a particular task. Additionally, it improves the effectiveness of the existing tasks. Working professionals need it since they must combine their professional and personal life. A multi-active view is one of the helpful methods in such circumstances. When a goal or target is established, time management performs best.
There are many benefits to time management skills, including higher efficiency and productivity, a better career and reputation, stress reduction, more opportunities, and better career goals. Lack of effective time management can lead to several very undesirable outcomes, including a poor workflow, poor work quality, and excessive stress. Investing a little time studying time management skills will pay off both now and later in our careers. Effective time management has numerous benefits, including enabling you remain in control of daily tasks and do more within the scope of your job. You can achieve so much more with better time management and less effort.

1. Organize and categorize tasks that need to be finished immediately.
Managing your routine keeps you from becoming overloaded and ensures that you don't always feel burned out. If you are good at managing your time, you can use your time more efficiently. You may prioritise your most important activities and keep on top of your to-do list and become more efficient. When you are less anxious, you feel more confident and have more clarity over how to spend your entire day
Prioritize tasks based on importance and urgency. For example, look at your daily tasks and determine which are:
· Important and urgent: Do these tasks right away.
· Important but not urgent: Decide when to do these tasks.
· Urgent but not important: Delegate these tasks if possible.
· Not urgent and not important: Set these aside to do later.
· 
Setting timeframes for tasks makes you more focused and efficient. Making the tin extra effort to determine how much time you need to allocate for each task can also assist you in foreseeing potential issues. You can then develop a strategy as to how to deal with them.
"The aim of good time management is to achieve the lifestyle balance you want," says Emma Donaldson-Feilder, a chartered occupational psychologist.
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	1.Determine what is urgent 
	 
	

	
	
	
	

	
	2.Plan your time 
	
	

	
	
	
	

	
	3.Allow time for unforeseen events 
	
	

	
	
	
	

	
	4.Set Reasonable timeframes
	
	

	
	
	
	

	
	5. Focus on one task at the time 
	
	

	
	
	
	

	
	6. Minimize or eliminate distractions 
	
	

	
	
	
	

	
	7. Delegate 
	
	

	
	
	
	

	
	8 Allow time for family and friends
	
	

	
	
	
	








2.Increased productivity 

If you can manage your time effectively, you can do more and work effectively. A significant advantage is having the capacity to set priorities and handle your stress. The objectives would be clearly outlined, and you would prioritise your most important tasks using good time management.   When you have strong time management, you can organise your day and get better results. When you make a daily plan, your output improves. Planning your time is a vital aspect of time management. Planning enhances effectiveness and efficiency. Setting priorities is a step in the planning process. It entails evaluating the significance of each of your tasks. After you've identified these important stages, you need to plan for how you'll use your working hours to move them forward. Saying no to more work requests if you don't have time to allow them in your schedule is another way to set priorities. When you have a list of daily tasks prepared, it can be simple to go quickly through the list, completing tasks and checking them off as you go. You'll be able to finish more assignments throughout the day and submit all your work by the deadlines if you regularly cross things off your to-do list.

3.Feel more prepared
You can act and feel more prepared if you have control over your schedule and know which upcoming tasks to perform each day. This can increase your self-assurance and demonstrate to others that you are ready to handle any unforeseen responsibilities or difficulties when they arise.
4.Meet all necessary deadlines
With a time management plan, you can have all deadlines listed in front of you so that you understand when each assignment is due.Your chances of successfully meeting each deadline enhance if you are aware of all forthcoming due dates and plan your calendar accordingly. You can create a schedule that more easily balances your time between your business and personal life by managing your tasks more effectively. As you spend more time relaxing and taking the required breaks from difficult tasks, a healthy work-life balance can raise your levels of happiness.

Presently, time management is a key component of every worthwhile task, including graduate school courses. Therefore, in order to maintain a balance between studying, working, and pursuing other goals in life, we need to manage our time more effectively. We have a higher probability of enjoying our work if we plan. We must adopt a proactive approach to managing time by becoming understanding our goals and weaknesses. The most valuable aspect of life is time. Time is life and getting more time correlates into having a higher quality of life. It is the most asset we own, so if we can develop a balanced perspective on how we use our time, life may be both joyful and fruitful.

