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This assignment will focus on academic skills and, moreover, reflect on time management. This report's aim is to introduce the book The Study Skills Handbook by Cottrell. Effective time management is something that differentiates a best-in-class manager from an average one. To be a successful student, Cottrell (2019) introduced different methods to help students. Furthermore, in this study, the 10 saving plans that pupils should follow will be presented, as will the experience
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Organizing effectively the time could be challenging for students because prioritising between studying and day-to-day living responsibilities requires more attention. The development of time management skills could help to productively spend, control, and manage available time. According to Cottrell (2019), improvement in time management must start with self-reflection and analysis of areas that need attention. Changing the attitude toward the daily routine is one of the solutions to be implemented. Students could answer 16 questions to find out the necessary changes. Some of the explorer questions direct scholars to consider whether they use any planner or diary effectively or prioritise the things they need to do. 
Time management must begin with planning duties, setting priorities, and organising and dispensing time. According to the students, all tasks are done when they are organised and as much time is dedicated to them as is feasible. If an individual desires to be fortunate in this regard, then they need to continually examine activities and analyse the moments, and it appears that some of the tasks are productive while others are less productive and less important. In ten steps, it is very easy to efficiently spend time, because first of all, students must be systematic. The next step is to recognise the important activities. The student’s success at the education programme as well as the conditions of life are dependent on how the individual controls the time available. Based on the author’s views, using a time monitoring planner is significant to complete the every-day routine, and it is mandatory to inspect it three times a day (Cottrell, 2019).
Pupils could analyse the time used. Some examples help to achieve the exam criteria. Such as setting a particular time to be ready for the examination for each module separately, giving enough time for study if it required more attention, taking a break also could help to focus on the tasks, retelling the learned matter could save time, evaluations of the notes after lessons besides could save time, estimating the needed time for study before starting learning, and creating a learning schedule and activity ideas on a daily, weekly, and monthly basis. Creating adequate time for all of the activities required and, most importantly, managing recreation and entertainment activities. It is necessary to put together the daily schedule with some breaks between studying commitments and other obligations. A created aim such as the best grade of the exam could motivate pupils to achieve the goals. According to the author, it is worth using a time sheet for all prompting actions (Cottrell, 2019). Identical aid the time circle for the students because it helps to show the difference between used and desired time spent. 
It is not easy to imagine what it takes to be an expert during the day and how crucial all these things are to meeting long-term objectives. The basic and one of the most necessary time management strategies is goal setting. Creating ideas with preference and setting time limits are fundamental. Systematize is one of the actions to achieve effective time management. Managing short- and long-term objectives as well as providing support. More focused individuals mean they could spend more of their free time. Nowadays, activities accumulate day-to-day, information is arriving nonstop, and responsibilities and expectations are higher than ever. Significant problem that pupils use the time they contribute for free activities to show faculty duties. This could affect physical and mental health through stress. However unbelievable the task may seem, time should be managed properly.
A spreadsheet is one of the tools that students can use, and it also helps identify some gaps in their time management. Elements in time management through responsibilities allow scholars to mark some of the items, which are the same as viewpoints, as “very true,” “sometimes true,” and “never true.” If an individual fills out the list, then the gaps will be presented and they will be able to identify the required time management changes. The content table introduces 12 divisions, and the questions are focused on the students’ daily tasks. Wasting time is one of the most expensive habits of bad time management. Answering the questions based on time spent, students could identify how they are using the time effectively. Workday activities must be systematically controlled to ensure that time management strategies are implemented as planned. 
As stated by Cottrell, there are 10 time-saving plans that could help to manage the time well. Part of the strategy is making notes, which could save time. It is not necessary to write full sentences; headings and keywords are enough and could be more specific. Well-maintained notes are useful again when it is necessary to recap and check the list. Save time copying between files or using the spare moments effectively. Being a smart reader and only reading the relevant information about the chosen topic is very important, as is recording and saving the author and the required details for future reference. Use of the world limit is another significant point; sample a report for 1250 words; it is not mandatory to write 2000 words. It is beneficial to use a small notebook to catch ideas and organise the information. “Use a folder or a resource such as The Macmillan Student Planner to draw together your study-related information in one place” (Cottrell, 2019). A study partner can make it fun and advantageous to discuss topics and ideas and to share study strategies with others.
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In general, the author highlights that managing time effectively will have advantages in the future and highly recommends that it be taken seriously, including the management of all daily tasks and reaching an outstanding programme to realise the required objectives.
Success in study and profession is related to how the individual uses time management effectively. Students should benefit from knowing how to profitably manage the time available. Consequently, postgraduates are wise to harshly accept the management advice. 
Based on the author’s opinion, it is always significant to follow the tasks and keep the deadlines in time management to avoid overwhelming stress. Good time management skills could help to react efficiently to random issues and manage the time under control. In time to come, it will be important to manage the time used for every task. Important to update the own time management action plan, which will also have a much greater impact on achieving the aims.
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