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1. Introduction
In this report, we will analyse the importance of time management.
“Time is a created thing. To say, 'I don't have time,' is like saying, 'I don't want to.” – Lao Tzu
Time management is a skill that is often overlooked but is essential for personal and professional success. It is the ability to prioritize tasks, allocate time effectively, and make the most out of the limited time that we have. Successful people typically possess the capacity to concentrate on the appropriate tasks at the appropriate times, move fast to accomplish their objectives, and complete every activity. Simply put, they are effective time managers. Similar to any other ability, time management can be developed (McMillan et al., 2012).

2. Summary
Time management is a universal personal competency that can be applied both in personal life and at work. The acquisition or improvement of skills for time management will be useful for everyone person and find daily use.
Time management entails creating procedures and instruments that boost effectiveness and productivity. Time management in business now encompasses a wide range of practices, from corporate resource planning approaches to consultancy services like hiring a professional organiser. Although time management generally refers to the way we organize our time to prioritize enjoyable activities over necessary ones, it is often viewed as a set of skills that, once mastered, can lead to increased productivity and happiness. Many successful individuals attribute their achievements to their effective time management practice, which involve the ability to schedule tasks and prioritize them based on urgency. The majority of successful people in the world credit their accomplishments to the efficient time management practice they engage in on a daily basis. Task scheduling skills are intimately tied to time management. One should be aware of which tasks or works require immediate attention and which schedule for another time (Ifeanyi Chris 2014).

 3.The concept of time management
Everyone needs to be aware of the importance of time management. Every person needs to know how to prioritise and set deadlines so that they can achieve success and complete their tasks on time. One can prioritize and set deadlines for them by consciously controlling how much tine one spends on daily tasks; thus, one can successfully accomplish the organizational goals within the specified time period. An organisation is effective if the tangible results of its efforts meet or exceed its organisational goals (Mohammadi et al, 2014).
Time management is the process of planning and organizing the time we allocate to various activities to achieve maximum productivity and efficiency. (Aeon et. al.,2021) By managing your time effectively, you can increase your productivity and results. You get more work done in less time, which means you can complete more tasks in a day. When you manage your time effectively, you reduce stress and anxiety. You can focus on one task at a time and don’t have to worry about deadlines and other tasks. When you manage your time properly, you can make better decisions. You have plenty of time to weigh your options and make a well-informed decision. Time management helps you achieve a better work-life balance. Effective time management can help you stand out as a competent and reliable employee. You are able to meet deadlines, complete projects on time and take on additional responsibilities. (Strohmeyer and Scherer, 2013).
Using a timetable, a planner, or other tools that depict time in a methodical fashion is referred to as structuring. In order to keep invaders out, humans construct limits around their time by "protecting”. One illustration is turning down time – consuming request from friends or co-workers. Not to mention, managing one’s time sensitively and adaptably is all that is required to alter one’s time to changing conditions (Ancona et al., 2001).
Overall, time management has a slightly more positive effect on happiness than it does on performance. This is unusual because it is assumed that the discourse heavily emphasizes time management as a skill for positive career growth (Aeon et al., 2021).
Apart from standardized tests, time management has been linked to various performance outcomes. This could be because standardized tests primarily measure fluid intelligence, which is not related to prior knowledge. In contrast grade point averages and regular exam scores rely heavily on crystallized intelligence, which is based on accumulated knowledge. Therefore, time management can aid students in organizing their time to study the material necessary to excel in typical exams. However, for standardized exams that prioritize intellect over knowledge, time management may not be as advantageous (Sternberg and Kaufman, 1998).
Time management and organisation are therefore complementary.
The ideal time environment is created by being well-organized. Bad organisation is sneaky; every task takes a tiny bit longer than it should, adding up day by day and inevitably lowering effectiveness. You must be productive, efficient, and effective if you want to thrive. Success is not a by-product of luck. You bring it about. Developing effective time management abilities is a strategy for success.
Take a close look at each task you have to complete within the upcoming week. Secondly, rank the items that are most urgent or have a due date in order of priority.
It is not overstated to claim that effective time management can improve your life immediately and, if you develop the necessary habits, forever (or, more realistically, for the rest of your career).
 According to McMillan et al., (2012) the importance of time management cannot be overemphasized for the following reasons: By managing your time effectively, you can increase your productivity and output. You get more work done in less time, which means you can accomplish more tasks in a day. When you manage your time effectively, you reduce stress and anxiety. You are able to focus on one task at a time, and you don’t have to worry about deadlines and other pending tasks. When you manage your time properly, you are able to make better decisions. You have enough time to evaluate your options and make a well-informed decision. Time management helps you achieve a better work-life balance. You can spend time with your loved ones, pursue hobbies and interest, and take care of your health and well-being. Effective time management can help you stand out as a competent and reliable employee. You can meet deadlines, complete projects on time, and take on additional responsibilities.
4. Conclusion
According to Tracy (2014) when you manage to achieve balance in your life it is one of the best things you can do for yourself. In recent years, time management courses have become quite popular. Believing that learning and using different time management techniques will above all increase and improve the overall quality of your life. 
In conclusion, effective time management is a vital skill for students to succeed academically and beyond. As highlighted by McMillan et al., (2012) in “The Study Skills Book”, managing one’s time can lead to increased productivity, reduced stress, and improved overall well-being. By prioritizing tasks and allocating time for essential activities, students can complete their work on time while also having time for personal interests. Planning is also crucial when it comes to time management. However, developing effective time management skills requires effort and practice. It involves setting goals, creating schedules, and avoiding distractions. Students who master time management can achieve academic success while also enjoying a balanced lifestyle.
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