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Time management is a process for planning and controlling the amount of time a student spends doing specific activities and tasks effectively and productively. Time management is a system designed to combine processes, tools, techniques, and methods.
The 5 key elements of being able to achieve the absolute best results for their studies are:
· Planning in advance what tasks and activates need to be completed by. 
· Prioritizing which tasks are believed to be the most important and urgent. 
· Organization skills to be able to organize and structure studies and assignments. 
· Being able to focus on minimizing distractions.
· Monitoring time effectively and recognising when elements need to be changed or adjusted. 
Time management is essential for students' success for many varied reasons. It will help to improve academic performance, help to reduce students stress levels by being able to plan and organise their work without becoming overwhelmed with deadlines. It also helps to improve and increase stud3ents productivity. Time management also gives students a responsibility to be able to achieve their full potential throughout their university journey. 
Time management can effectively be used by many of diverse ways including:
· Setting goals – The best way to set goals is using the SMART method. (Specific, Measurable, Attainable, Relevant and Timely)
· Setting time limits for completion of tasks.
· Taking breaks in-between different tasks to reset.
· Being able to prioritize appropriately on importance and urgency. (The Eisenhower Matrix). 
[bookmark: _Int_xnYxZSAe]Students can apply time management strategies by doing many different ways from keeping a diary to using different techniques such as ‘The Pomodoro Technique’ and The Eisenhower's Matrix. These are both great ways for students to apply and apart to their studies. Ways of applying time management can be using Phone Calanders, Alarms, and timers, writing in a physical diary to keep track of what needs to be done each day. 
The Pomodoro Technique is an extremely popular method due to being able to breakdown students study periods. It is essential to breakdown your time because it will improve focus, productivity and will also help control procrastination. This technique is an effortless way to adapt to student's different study styles. 
The Eisenhower Matrix is extremely effective with helping students arrange and plan the urgency of their work and time. The four sections of his technique are below in the diagram:
[image: ]
This helps with time management because, it helps students identify and focus on the most important task. This will eventually lead to an increase in productivity as well as eventually reducing stress. 
Outside of these techniques there are many of diverse ways to help manage time for studies such as: 
· Using time circles which helps students to clarify where their time is exactly being used the most on and so they can reapply their time on things which take a higher priority. 
· Weekly diary entries with colour coded symbols and stickers. 
· Check lists and to do lists 
Students face so many different challenges whilst trying to manage their time effectively one of the most common is procrastination. This is something many students do subconsciously by putting tasks off/forgetting about them and continuing to do something that is less urgent. Social media plays a massive part of student's everyday lives, which has a massive knock-on effect on being able to stay focused on their urgent tasks i.e. Assignments. 
 
Recommendation:
I would personally recommend the Pomodoro technique and Eisenhower matrix. Since starting university, I have been applying these techniques to my day-to-day life as well as studying and I have noticed a massive difference. 
Conclusion 
Time management is an extremely important skill to be used by students in higher education, this does not only help in their university life but will help in their day-to-day life. By managing time effectively students will decrease their stress levels which will help to meet their deadlines for work and tasks. Suitable time management ensures students to accomplish more tasks in a shorter period time, which will in term lead to more free time for themselves. Each benefit of time management improves another aspect of students' lives. 
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