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Introduction
People who organise and prioritise their time are happier overall. It may assist set life objectives and developing ways to reach them. Successful time management may relieve stress, boost productivity and attention, make accomplishing life objectives easier, and lead to a higher feeling of fulfilment and achievement (Varga, 2011). Time is essential and cannot be replaced. This thing is not valuable. It is gone forever. When utilised properly, it is helpful. Everyone, regardless of degree or life, should grasp time management (Allen, 2021). Some people have demanding schedules because they must study for the class, some have jobs requiring them to complete numerous tasks, and others must maintain their houses. It causes anxiety and a busy schedule. To develop a work-life balance, practise time management. Considering the considerations above, I picked Stell Cottrell's The Study Skill Handbook. The book shows efficient time management methods. It shows how a student may be efficient by preparing lists, using time management skills, taking breaks, etc. (Cottrell, 2019).
[bookmark: _Toc111302657]Summary of the Skills
Stella Cotrell’s “The Study Skill Handbook” helps students reach their best given their circumstances, aspirations, and desires (Cottrell, 2019). As we go through the book, our study abilities develop via comprehension, practice, reflection, trial and error, and peer feedback. The book has been sectioned into two parts. The first part emphasises developing personal skills like time management, stress management, The CREAM Strategy etc. The other part is primarily on academic skills. It also covers the management of people and tasks. This section will develop a student’s mastery of collaborative studies, cultural competence, critical thinking, academic writing and soft skills essentials for students.
[bookmark: _Toc111302658]The Importance of Managing Time Effectively
When one can manage their time well, they can pick how they want to spend it to make it more beneficial and productive for themselves (Razali et al., 2018). It broadens the understanding of how to engage in activities that are the practical use of their time. People cannot feel pressured or overloaded due to their employment because they learn how to systematise and manage their lives constructively (Sun and Yang, 2009). One must precede those more significant activities to manage one's time effectively. The jobs deemed to be of the utmost importance are moved to the head of the list, and the requirements determine the order of the remaining tasks. As a result, it contributes to an increase in productivity, lowers stress levels, and raises self-esteem. In addition, it helps maintain a feeling of equilibrium in one's life.
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Evaluation of Time Management Skills to Improve One's Skills
The way time management can be used to improve my skill are given below 
[bookmark: _Toc111302660]Maintaining a Time-Schedule
I wish to improve my time management abilities is to creating a solid timetable. However, remember that making a workable timetable is not the first thing one should do. If I want to become better at managing my time, I need to start by pinpointing all the things I do that take up significant portions of my day. It will help me in the future to close the gap between my ideal and current actions (Sun and Yang, 2009). 
For instance, if I am serious about making a difference in their life, I can resolve to prioritise schoolwork and health care. Next, they should list all the essential activities that make up my typical day. It will simplify rapid identification of the activities from which relief is sought and the establishment of reasonable limits.
[bookmark: _Toc111302661]Determine the Outcomes
I should list all the things they do daily and then make another list of things I would want to start doing. I will evaluate the two lists and try to replace undesirable habits with desirable ones by rearranging the items on the definitive list (Zakrajsek and Viera, 2020). It can be done by setting up for breaks, socialising, and other miscellaneous activities that might come up during daily operations. One should not attempt to plan out every minute of the day; instead, one should leave room in their schedule for unanticipated events (Razali et al., 2018). When making plans, remember to include them in routines and requirements (Cottrell, 2019). Maintain a realistic outlook and create a timetable that can be adhered to. Everyone can make efficient and fruitful use of their time if they adhere to the three simple processes of organizing, prioritizing, and scheduling their activities
[bookmark: _Toc111302662]Consider the Value of Setting a Deadline
When managing my time effectively, I will often overestimate my abilities. While positivity and drive are essential, so is the ability to set reasonable limits on how much time I spend on particular pursuits. It is suitable for someone to choose a single four-hour study session if I wish to study for four hours every day (Zakrajsek and Viera, 2020). Instead, it will be best to divide the allotted study time into two or more halves.
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Maintaining a Checked-Off and Unchecked List
One of the best ways to stay on track with everything I want to get done is to keep a running list of to-dos. Yet, doing so may also be quite taxing on the human body. That is why maintaining a "done" list is equally essential. An individual's accomplishments, projects, and other undertakings should all be recorded here (Varga, 2011). Anybody, from a student to an employee, will find this to be an inspiring thought.
[bookmark: _Toc111302664]Prepare the Schedule for the Day 
Individuals should not only plan out their week but also their daily activities (Zakrajsek and Viera, 2020). It essentially encompasses every day on which one wants to maximise productivity. It is also necessary to schedule "leisure days" every once in a while, to prevent burnout and stress. Remember that just because I have created a daily schedule for myself does not mean I have to fill every waking minute with anything (Rivera, 2007). However, the day's essential tasks will be planned. I need to construct a timeline for accomplishing these chores now that I have produced a prioritised list of everything that needs to be done. I should schedule the amount of time necessary for each activity and then make every effort to complete the tasks within the specified amount of time. When putting together the timetable, I need to ensure it has some wiggle room.
[bookmark: _Toc111302665]Maintaining Attention on Vital Matters First
[bookmark: _Toc111302666]Learning to set priorities is another helpful piece of advice for kids. Some things must be done quickly, like within the next few hours, while others may wait a bit longer (Allen, 2021). That is why it is crucial to prioritise one’s work and get it done before going on to anything else. In my case, I should not be thinking about which of the responsibilities is more vital at that moment in time. I can record all of the information. As soon as I get into the routine of performing the job quickly, I should consider organising myself a few days in advance to better plan out more involved assignments (Varga, 2011). Putting the items on the list in order of importance is the next step to do. It is required to give the letter "A" to the tasks that must be completed. Then, designate a "B" to those activities that should be done, and assign a "C" to the responsibilities that may be put off until the following day. It should be repeated until I have ranked all of the tasks on the list in descending order of importance (Cottrell, 2019).


Conclusion
Managing one's time effectively is one of those skills that every highly brilliant specialist tends to follow. By learning this talent, students learn how to manage all the things they need to do in a day in a practical, productive, and efficient manner. This skill teaches students the many methods by which one may manage all the chores they need to complete in a day. One may improve their competency in this area by adhering to a set of guidelines. And some of those recommendations include generating a time audit, having a to-do list, and beginning with attainable objectives.
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