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Cottrell, S. (2019) The Study Skills Handbook, 5th Ed. London: Red Globe Press.
Chapter 6: Time Management as a Student Short
Chapter 6 of Stella Cottrell's fifth edition of "The Study Skills Handbook," which Red Globe Press published in 2019, is devoted to time management as a student, which is an essential component of both academic and personal success. This chapter explores the techniques and abilities required for efficient time management, especially when pursuing academic goals. It tackles the difficulties that students frequently encounter in juggling their education with other obligations and provides useful tools and ideas to increase efficiency and productivity. This chapter's insightful advice from Cottrell is designed to help students navigate the frequently challenging and complicated terrain of academic life. 
[bookmark: _Toc151821352]Summary of the discussion of the skill(s)
The idea of time management is thoroughly examined in Chapter 6 of Stella Cottrell's "The Study Skills Handbook" (5th Edition, 2019), with an emphasis on how crucial it is to a student's life. The first part of the chapter acknowledges the particular difficulties that students have with time management (Cottrell, 2019). A large amount of a student's study time is unstructured, necessitating them to autonomously prioritise and organise their assignments, unlike their scheduled classes. Due to the absence of formal structure, managing a variety of obligations including studies, part-time work, extracurricular activities, and personal interests can quickly become stressful.
Cottrell highlights the importance of cultivating an acute awareness of one's time management. Since many students are unaware of possible time wasters or inefficiencies in their everyday activities, this awareness is the cornerstone of efficient time management (Cottrell, 2019). The chapter promotes being proactive, asking students to assess how they currently use their time and think about ways to make it more efficient for greater outcomes.
An important component of the conversation centres on doable time management techniques. This involves using instruments like planners and diaries, which support goal-setting and assist remember commitments and deadlines (Cottrell, 2019). The chapter also discusses different methods of job prioritisation, emphasising that good time management requires an awareness of the distinction between important and urgent work. Additionally, the chapter includes a self-evaluation section that gives students the tools to evaluate their own time management abilities. Students are encouraged to pinpoint areas for improvement and create a customised plan for more effective time management through a series of questions and reflections.
The chapter is filled with real-world student experiences and testimonies, which give the topic an accessible and useful edge(Pitchford, Owen and Stevens, 2020). These examples help to highlight the typical mistakes and effective time management techniques used by students. These students' experiences support the notion that good time management involves improving both one's personal and academic lives overall rather than just packing more activities into each day.
Cottrell has focused by drawing a connection between time management and academic achievement, highlighting the fact that efficient time management can result in improved academic performance, lower levels of stress, and a more well-rounded and satisfying experience for students (Khajeali et al., 2021). The chapter ends with a reminder that time management is a skill that, when developed, can be extremely helpful for students' present academic pursuits as well as their future personal and professional lives. This thorough discussion of time management emphasises how important it is as a critical competency for success in the classroom and beyond.
[bookmark: _Toc151821353]Discuss the importance of the chosen skill for future personal and professional development
Cognitive abilities which include critical thinking, problem-solving, and efficient information processing are essential for navigating the intricacies of modern-day existence. The book emphasises the importance of developing these abilities, highlighting that their significance extends beyond academic achievement to encompass the cultivation of a mindset that is essential for continuous learning and flexibility throughout one's life (Abdel et al., 2022). Within a professional setting the cognitive abilities enable individuals to effectively evaluate circumstances, engage in informed decision-making processes, and actively contribute in a meaningful manner to their respective work surroundings. Cottrell lays a significant focus on the importance of time management skills, acknowledging their essential role in achieving success in both academic and professional domains (Pitre et al., 2018). Efficient time allocation, priority setting and adherence to deadlines are fundamental elements that underpin productivity. The acquisition of this talent, as espoused in the literature, not only improves academic achievement but also provides individuals with a significant resource for meeting the requirements of the professional environment (Al-Abyadh and Abdel Azeem, 2022). In contemporary society characterised by rapidity and the need to handle numerous obligations simultaneously and the ability to efficiently manage time emerges as a distinguishing attribute of professional aptitude. 
Significantly, the interplay between cognitive abilities and time management proficiencies is emphasised. The book emphasises the importance of proficient cognitive abilities in guiding the allocation of time in a smart manner. Individuals that possess advanced cognitive talents are more adept at discerning priorities allocating time in a prudent manner, and sustaining concentration on current tasks (Rebele and St. Pierre, 2019). The examination of the intersection of cognitive abilities and time management skills as investigated by Cottrell is crucial in attaining a harmonious equilibrium between scholastic endeavours and the obligations of a professional vocation. 
The aptitude for effectively managing one's time frequently serves as the decisive element that distinguishes between achieving success and experiencing a lack of progress within the realm of professional development (Greere, 2022). In contemporary work environments, workers are confronted with the necessity of effectively managing a multitude of tasks, deadlines, and projects concurrently. Cottrell's views underscore the significance of effectively managing time in order for professionals to successfully meet deadlines produce work of exceptional quality, and adopt a proactive stance towards their duties (Cottrell, 2019). The correlation between effective time management and stress reduction is significant as it decreases the probability of last-minute rushes and enables a more methodical and planned approach to tasks. 
Effective time management schedule plan 

	Time Slot
	Monday to Friday
	Saturday
	Sunday

	Morning (6 AM - 12 PM)
	Study/Academic Work (3 hrs), Exercise (1 hr)
	Errands/Shopping (2 hrs), Leisure Reading (2 hrs)
	Exercise (1 hr), Leisure Reading (2 hrs)

	Afternoon (12 PM - 6 PM)
	Classes/Lectures (3 hrs), Lunch Break (1 hr), Study/Project Work (2 hrs)
	Social Activities/Family Time (4 hrs), Lunch (1 hr)
	Family Time/Outdoors (4 hrs), Lunch (1 hr)

	Evening (6 PM - 12 AM)
	Part-time Job/Professional Development (3 hrs), Dinner (1 hr), Relaxation (1 hr)
	Personal Projects/Hobbies (3 hrs), Dinner (1 hr), Movie/Relaxation (2 hrs)
	Preparation for the Week (2 hrs), Dinner (1 hr), Early Sleep (3 hrs)

	Night (12 AM - 6 AM)
	Sleep
	Sleep
	Sleep



[bookmark: _Toc151821354]Conclusion 
It can be concluded that Effective time management is closely associated with higher output, job progression, flexibility, and a positive work-life balance in the workplace. Achieving long-term job success and managing the intricacies of the modern workplace require these attributes. At an individual level, this ability helps with stress management, goal-setting, and overall life quality improvement. It makes it possible to live a balanced lifestyle by making sure that time is set aside for hobbies, personal interests, and relaxation in addition to obligations and commitments. The weekly schedule plan serves as an example of how time management techniques are put to use in real life. It demonstrates how meticulous preparation and setting of priorities can result in a life that is more ordered and satisfying. 
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