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1. Introduction

This report will determine the definition of time management, examine the importance of effective time management during Higher Education studies, and enumerate efficient time management strategies. I particularly find this subject important because, in this dynamic world, the factor of time is one of the most valuable and in-demand subjects of investigation. 
Large-scale studies discovered time administration abilities among the foremost craved workforce abilities, but also among the rarest abilities to find. (Dierdorff, 2020).
Kirillov (2015, page 193) believes that time management supposes awareness and control over the amount of time for work or study, for instance, boosting, therefore, efficiency and quality of actions. 
Thus, as it increases the efficiency, it helps in assignment completion, and it is primordial to consider it during Higher Education studies.





















2. Definition of Time Management

To determine the importance of time management, it is essential to understand its meaning. The cutting-edge concept of time administration - the act of arranging the amount of time you spend on exercise started being researched to extend specialist efficiency. This was the reason; time studies were conducted, and they were targeting maximizing the work completed in each sum of time. (Woods, 2015).
The proficient organization of time could be an unmistakable “know-how” that can be procured through particular activities to advance this set of abilities, which can permit to effectively accept the move from the educational/university framework to the proficient world. Conceptually, time administration may be a set of learnable behaviours that will be obtained through expanded information, preparation, or practice. (MacCann, 2012, p. 619). Subsequently, the acquisition of abilities is the result of a transitory preparation that begins at school and is enhanced by experience.
Another definition of time administration is characterized as the decision-making process that structures and alters a person’s time to changing natural conditions. There are three specific aptitudes needed for successful time management:
Awareness: set realistic goals and understand that time is not limitless.
Arrangement:  planning your objectives and assignments to successfully utilize time.
Adaptation: measuring time, altering to interferences, or changing needs. (Dierdorff, 2020).
Therefore, it requires first figuring out where to target and then action.
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Being a student means that only a portion of the week and year is formally scheduled, therefore the student is in charge of organising and planning study and reflection time, which might be demanding especially at the beginning. 
People have busy, sometimes even hectic lives nowadays and they can have several inquiries simultaneously: from university, work, family and friends, hobbies, and exercise. (Cottrell, 2019, p.123-125)
This is the reason time management is primordial while studying as it enables learners to prioritise and manage these requirements, feel more relaxed, be healthier while achieving their life and study goals.
According to Cottrell (2019), time management is equivalent to study accomplishment.
Achievements as a student will be highly influenced by two time-related aspects: the amount of time you allocate for learning and how well you manage this amount. 
If you spend more time learning, reading, writing, taking notes, reflecting, and preparing for the assignments and exams, the probability that you will succeed is high.
However, when you allocate a good amount of time for studying and administer it accordingly and adequately, the probability to succeed and achieve your goals is much higher.
If you never have time, time management may assist you to be in control of your days, therefore, you will feel calmer, more centred and in control. "Good time management aims to achieve the lifestyle balance you want," says Emma Donaldson-Feilder (2018) a chartered occupational psychologist.
I would like to mention as well that efficient time administration is fundamental when you are to conduct an overwhelming workload without too much stretch. Time administration makes a difference in decreasing “long-term stress” by directing you if you have too many requirements from work, study, family or social life. 
It shows you where you are heading and therefore increases your performance. By being effective in your time usage, it helps you to appreciate and savour the job or assignment you are working at for example and in that way, you can expand the time for relaxation, socialisation and unwinding. 
Bad time administration may be a considerable stress element. And beyond any doubt, we had the sensation that there were too many goals to achieve without having sufficient time for that, in such situations, it is easy to start feeling stressed, panicked, anxious and overwhelmed. It leads to losing your focus and as a result your performance decreases.    
Symptoms that cause anxiety as a result of bad time management are fatigue, mood changes, difficulties with memory, concentration and in some cases even depression. (Shah, 2016) 
Nowadays, individuals indeed consider if they have the chance to go "speedier", they could avoid upsetting and stressful circumstances. Another category of people attempts to include several additional hours to their workday, having less night sleep consequently.  In any case, none of these is a clever choice as it pushes “yourself to your limits will only put you further down the path to burnout”.
It is appropriate to specify as well that a study conducted by the University of Leeds revealed that a quarter of people leaving in Great Britain sleep only five hours each night which causes numerous mental and physical health problems. (Andrews, 2022).   
To avoid these negative consequences, and improve the quality of life, in the next chapter I will be enumerating useful strategies for time management in Higher Education and how we can apply them while studying. 
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In this chapter, we will be looking at how to become better time managers and strategies we could apply in our student’s and daily life.
To become better time managers, it is necessary to determine where and what to focus on. Analysing your time management aptitudes first is essential. 
According to Dierdorff (2020) a professor of management and entrepreneurship at the Richard H. Driehaus College of Business at DePaul University, “it is critical to understand that tactics are for developing your underlying skills”, which plays an important role in enhancing your time management. He recommends implementing several tactics: firstly, to improve your appreciation ability (to analyse “how realistically you assess your time”, keep recording the amount of time you use for a particular task and budget your time).
Second, to improve your arrangement abilities (adjusting your life and organising your study and work around it).
[bookmark: _Hlk95335129]Third, develop adaptation skills (then you are under pressure, manage the tasks without stress and anxiety). 
Stella Cottrell recommends several time management aspects that could be advantageous for students, they include: making usage of “pockets time” (efficient use of time spent in a queue or waiting for public transport might be good for writing down your ideas for the assignments, recapitulate the course for instance), being motivated and organising time for your tasks, budgeting time, delegating and asking for help, learning to say “no” if you need that and keeping a diary. (Cottrell, 2021, p.130,131)






















3. Conclusion 

To conclude time management is fundamental in Higher education, as studying at the university is different from going to school for instance. At the university only a part of the week is timetabled, therefore the learner has to spend a great amount of time studying, researching, reading and reflecting on his own. And to succeed this amount of time must be well managed. 
Learning how to manage time efficiently at the university, will be as well a valuable skill for the entire life, as this aptitude is very desired by employers nowadays and as mentioned before it is associated with less stress and anxiety. 
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