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[bookmark: _Toc118309159]Introduction
Time management is the process of planning and controlling one's actions to get as much done as possible in a set amount of time. Numerous skills, resources, and methods can help with time management. Keep track of your progress if you're working toward a deadline. In addition to other things, managing time involves planning, allocating and prioritizing tasks, creating goals, distributing authority, analyzing time spent, maintaining accurate records, scheduling and organizing activities, and more. The term "time management" was once only used in the corporate world, but it is now utilized in many aspects of everyday life.
[bookmark: _Toc118309160]Why managing time is important for a student
[bookmark: _Toc118309161]Time management for students—and everyone—aims to maximize productivity. It involves taking responsibility for one's time and optimizing it for focus, productivity, and, most importantly, balance. When creating a schedule, it is essential to prioritize tasks by importance. For example, students may be expected to complete homework outside of class time. Students need good time management skills if they get their homework done before a study session. They will benefit academically from this (Cottrell, 2019). Students who are skilled at managing their time will have more time for essential activities, will finish their work on time, and will remain enthusiastic about their studies. Some examples are participating in clubs and groups outside of school, pursuing personal interests, spending time with friends and family, and so on. Students who learn to manage their time well can reach their academic potential and enjoy the sense of fulfilment that comes from working toward and achieving goals. It's also a highly valuable ability in the modern job market.
Effective time management
The “Study Skills Handbook" contains several useful time management techniques. For examples:


Time management is the process of systematically considering how to best allocate time, identifying the activities that will yield the greatest return in terms of productivity, and then scheduling them (Cottrell, 2019).
· Time management is the process of systematically considering how to best allocate time, identifying the activities that will yield the greatest return in terms of productivity, and then scheduling them (Cottrell, 2019).

· Determine the program's preferred study method and the expected amount of independent study time.
· Time management needs to be made clear right away. Consider the amount of time it takes to complete tasks.
· Decide how to use time. Make use of time circles to determine how much time should be spent on certain activities. Look at how this stacks up against how real time is spent.
· Establish how much time is required. Find out how a specific programme needs to be studied and how much time it will take.

[bookmark: _Toc118309162]Apply various time management approaches
The practise of organising and arranging one's use of time is known as time management. Giving each task the necessary level of attention is a need for effective time management. Time management techniques are a group of guidelines for making the best use of one's time, encouraging quick and well-thought-out decision-making, and doing more in less time (Cottrell, 2019). The time management techniques listed below are all crucial to one's ability to concentrate on developing his own abilities.



· SMART objectives – It's important to set goals that are Specific, Measurable, Attainable, Relevant, and Time-bound.
· Effective planning - A key criterion for efficient time management planning is having specified objectives, tasks, and resources in order to create a clear plan.
· Managing Stress — it is essential to practise stress management in order to feel less tense while engaged in productive activity.
· Effective task distribution — Tasks can be divided up and made more manageable by passing them off to more capable co-workers and employees through the process of delegation.
· [bookmark: _Toc118309163]Priority setting — investing time in the correct activities will require less effort but yield superior returns. This is also known as the Pareto principle or the 20/80 rule.

Time-saving techniques
Some useful time-saving techniques to use now and in future are-
1. Organize notes properly.
· Use pre-punched file paper for writing. (It is easier to transfer across folders and rearrange as necessary.) Notebooks are significantly less convenient.
· When taking notes, jot down each key point on a separate page. When composing essays or papers, one can shuffle pages as needed. Make sure each page has a proper heading so that it may be easily re-filed (Cottrell, 2019).

2. Avoid long writing notes
· Rather than writing out entire sentences, utilise headings and keywords while taking notes. 
· Do not duplicate the same information. If two authors say the same thing, include a cross-reference in the margin to the earlier notes.
3. Allocate notes properly
· Arrange notes on one page.
· To facilitate organisation and reference, label or colour-code the upper-right corner of each page according to its subject.
· The source of the data should be acknowledged.
4. Read faster.
· Work on speedy reading techniques.
· Read only materials that are relevant to the current task.
· Fill out an index card with intriguing but irrelevant reading.
5. Don't waste time writing down or searching for sources.
· Add the page number to the margin notes.
· For each book, article, etc. read, fill out an index card.
· The alternative is to maintain a computerised reference list that is regularly updated.
6. Focus efforts by imposing word counts.
· A 1500-word essay requires much less time invested in research, reading, note-taking, and writing than a 3000-word essay.
· Plan work to fit the word restriction.
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Swot Analysis of Time Management
Time management is a widely used method of personal development that is adopted by the vast majority of organisations today. Still, there are many who question the value of time management's self-discipline and who continue to debate the topic's supposed benefits and drawbacks as well as its potential advantages and dangers (Saunders et al., 2016).
	Strength
· Never fall behind schedule or struggle with procrastination.
· Save time and energy while doing more.
· Find a good work-life balance.
· Build a successful career.
· Better work along with subordinates and superiors.

	Weakness
· Self-discipline is required to maintain a daily routine.
· Buy time management software for scheduling and to-do lists.


	Opportunity
· Reducing stress requires learning to manage time effectively.
· Effective time management promotes efficiency.
· Managing time leads to a better reputation. A good workplace reputation can boost career prospects, earnings, responsibilities, and job happiness.

	Threat
· Anxiety may be bothersome and overwhelming. Anxious people may avoid jobs, school, and friends.
· Balancing various parties' goals makes time management practically impossible.
· The motivation to successfully manage time reduces when striving for perfection. Many individuals choose to abandon their endeavours rather than "fail" by falling short of their idealistic expectations (Aeon and Aguinis, 2017).





Evaluation
Learning how to manage time well is an essential skill for achieving professional and academic goals. Analysing and reflecting on present time management practices is a crucial first step toward developing more efficient and productive strategies. After analysing the situation's advantages and disadvantages, one can developed a more feasible plan of action or timetable. The revealed shortcomings will also help to create more responsive and effective time management solutions.

[bookmark: _Toc118309166]Conclusion
In conclusion, good time management is crucial for achieving success. Effective time management has a multiplicatively positive impact on all aspects of our lives. Though increasing our time management will not add extra hours to our days, it will greatly enhance our lives. Time management abilities allow us to spend more time with those who are most important to us, lower our stress, boost our productivity, and bring us closer to our objectives
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