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Time management is regarded as a skill that people from all levels and backgrounds should be able to master. Some people maintain incredibly hectic schedules that include their educational needs, office work, employment responsibilities, and housework. Effective planning must be used if we want to prevent experiencing pressure or stress at work.
In addition, is also considered vital to know how to manage time in your life in an appropriate manner. Good time scheduling means deciding what an individual wants to achieve in life and how he should establish ways to obtain his desires and objectives. Appropriate time control involves less stress and pressure, increased recreation and greater success (Cottrell, 2019). This report will explain the importance of time management. To do so, Chapter 6 from Cottrell’s book ”The study skills handbook” will be summarized.
First of all, the importance of time management will be discussed. Second of all, the skills and how we can properly manage our time will be explored. Finally, the lessons I have learnt from the book and how the tools helped me will be illustrated. 
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Time management is the process of intentionally structuring your schedule to best serve your goals. In addition, it requires to strategically organising tasks to maximize productivity. However, organizing your time intentionally and prioritizing activities that most efficiently advance you towards your goals. Adding to that, it refers to the development of processes and tools that increase the efficiency and productivity.
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According to Cottrell (2019), the first step is to take charge, to increase your control to see where your time goes and how you use it. Adding to that, when you use your time think on how you could do to make the best of it. Always avoid being distracted and focus on the task that you have to do.
Moreover, planning what we have to do is the step that we should use first in order to obtain the objectives and goals that we desire.
Nevertheless, organising our time and tasks is one of the most important activities that we have to do. It is essential to think about our goals and objectives as well as tasks and functions; we should be aware of where we are at this time and where we want to go.
Establishing both short and long term goals. A person must achieve a number of goals and objectives. While some are long-term and may even take two years or -longer, others are short-term. Goals should be SMART, specific, measurable, achievable, realistic and time bound.
For effective organising and life management, goals must be set.
           ‘Following the CREAM Strategy for learning that is stands for C- creative, R- reflective, E – effective, A- active, M- motivated.
Developing each of these aspects strengthens all the others. For example, being motivated involves reflection about what you really want. Active learning and creativity require motivation and also help you to stay motivated. Effective organisational strategies benefit from imagination and reflection.’ (Cottrell, 2019).
All this tools can help us to stay focused on learning everything that we need and guide us towards our goals.
However, we should be aware of how much time it takes to do our tasks. Some of them can take more time ,but some of them need less time.
We need to see how much time we spend to research, to read, to plan our assessment and after to start to write.
What is more, always check where your time goes daily to be aware how long we         spend to read, to summarise and to write.
The most important is to prioritise our tasks, to know which one is urgent and most needed. After that, we always should plan our time to spend it properly. In addition, we always  need to keep a detailed daily planner to always follow where our time goes. Therefore this can result on reducing stress and increasing productivity.
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             Procrastination is the action of delaying, postponing, or putting off tasks. Sometimes people avoid a task because they have a good reason, and other times it is just because they prefer to spend time doing other things. 
            Procrastination occurs when a person is concentrating on something else than what he or she should be concentrating on in accordance with their personal goals or the priorities of him. It is not procrastination when someone decides to put off a less important work in favour of a duty that is more essential; rather, it is excellent, efficient planning and prioritising.

The most important responsibilities are attending courses, finishing homework assignments or other projects, and maintaining a schedule for tests, exams, or the submission of assignments. Watching television and hanging out with friends can be assigned the lowest priority. The student is capable of managing a variety of demands and academic obligations because of the growth of effective scheduling abilities. On the other hand, a person will definitely have trouble completing duties if he does not effectively manage his time. Spending time with friends for hours and seeing a movie are good occasionally, but when studying and attending classes are required, these tasks should take priority.

Prioritisation of tasks was necessary when I had to read, researching materials and start writing for my assessment. On the other hand, to allow time for every single task; for my family, friends and other social things was important too, but most important was to finish my assignment on time. However, tracking my time and planning what I had to do every single day it helped me a lot to finish all the tasks on time. Analysing my schedule every day and monitoring what I had to read, how much time I was spending to read, I was reading on my way home on the train or when my baby was sleeping it was very helpful for my essay. Adding to that, it became more easy to put my ideas in order for my assignment and it was easy to start writing. On the other hand, reading a lot of information about my theme for assessment was more easy to gain more knowledge and became more confident. However, nothing can be done until time is well controlled, in accordance with how we allocate our time every single day. 
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Prioritisation of tasks is an essential skill that needs to be mastered for academic and work purposes. Adding to that, analysis and self-reflection on the existing time management practices are a good start in coming up with more effective and efficient one. Adding to that, identifying the strengths and weaknesses will lead to come up with a better plan. Further, the identified weaknesses will help us to develop and design more responsive time optimisation strategies.
Time distribution starts with the right attitude and mindset. Once we have developed these, we will be more punctual, more well organised and flexible with our time. In other words, we will be less stressed and more productive with the tasks that we need to get done.
The most valuable resource we have is time. Everyone gets the chance to handle their time effectively.
Good management of time helps us maintain control in life. When you have control of your time, you feel more in control of your life. Adding to that, having control of our life gives us power and freedom, and time organising helps us maintain this control.
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