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Introduction 
Time is one of the most important and valuable resources on the planet, but many people waste it. This is due to the lack of awareness of the impact that time management has on a person's academic and professional life since affects performance, productivity, and job quality. We will discuss the significance of time in our lives as students and workers in this chapter six report on time management as a student. As a result, we will develop some strategies for managing time effectively so that we may perform our jobs effectively. Also on the agenda is some advice on how to better manage our distractions.

Main body
Effective time management is all about striking the right balance between study obligations, university life, and free time. A student is responsible for managing most of his/her time. Organizing the days will reduce stress and ensure effectiveness and productivity. However, this can be challenging. 
The time spent studying and how effectively it is used will have a significant impact on the success of as a student. The more time dedicated to reading about the subject, preparing for exams, or perfecting the assignment, the more chances there will be to succeed since the time has been used productively. For instance, I obtained higher grades in modules where I spent more time reading the brief, searching for data, and dedicating more days to it rather than in modules where I finished it in less time and faster.
Likewise, this affects in the workplace. Time management leads to positive outcomes such as improved performance, work-life balance, organisation, productivity, lower levels of stress and anxiety, and excellent work quality. Targets may be achieved faster, and the company can grow successfully with an efficient time management strategy and prioritisation of all essential job responsibilities. For instance, when I organize myself at work and manage my time wisely, I complete tasks on time, achieve better performance, feel more relaxed, and even get additional free time (Cottrell, 2019).
 

How to use time effectively
There are numerous strategies to organize oneself to learn how to take advantage of time and use it effectively. 
Create a to-do list as a starting point, since it is a simple and efficient way of gathering and keeping track of everything that must be done. In the list, the tasks that must be completed for the week or month are written, furthermore, must be a comprehensive record realistic with specific details of the duties, as well as the day and time that should be accomplished. For instance, medical appointments, travel, family days, eating, resting, leisure activities, etc. The more specific the tasks, timings, and information on the list, the less must be recalled, and the less likely 'mental clutter'. In addition, it would be advisable to leave aside time in case an emergency arises, for free time to catch up, and for planning the week or month ahead. If the time is limited, the list must be prioritized; the duties should therefore be finished in the most logical order, the most urgent or important must be at the beginning, and the least significant or simple to complete at the end.
In my case, I prepare a weekly to-do list, but thanks to Cottrell’s book, I learned that I was doing it incorrectly since I just listed the assignments/exams that I had to accomplish and the date, but I did not leave time for emergencies or included basics like eating, sleeping, socialise, etc. Furthermore, it can benefit me in the future for the workplace by teaching me how to better manage my time, having time for everything I would like to do, and minimise stress (Cottrell, 2019).








Common failure mistakes
Despite making a check list, listing priorities, and organising the month and week, many students get frustrated because do not have enough time to finish the assignments by the deadline. Most of the time, this happens because students do not plan ahead of time, do not know how to get ready for study, or do not detect and manage distractions.
Planning ahead one to two weeks before the assignment deadline or exam date is important to ensure that delays caused by unpredictable circumstances will not be an issue since more time is available before the deadline.
An important point is that students commonly struggle when studying because are not able to concentrate. It might be due to several reasons: for example, not being aware of the optimal times to study, such as early in the morning, in the afternoon, or late at night. Another situation would be when students lacked the necessary mindset for studying or to complete assignments or projects.
As a result, they look for other distractions or tasks to complete in order to avoid sitting down to study. Some examples of such activities include watching television, browsing social media, or finding something at home to do. Some students use a "trigger" to begin a study session as a solution to these issues. For example, I clean and tidy before I sit down to study since it keeps me organized and keeps distractions away from my workspace. There are several more examples of things students do to focus before studying, such as drinking a glass of water and then opening their books to the appropriate pages.
 Besides, learn to recognise and avoid distractions is a key factor, since the right environment is crucial in order to concentrate and settle down to study. Some students do better when they concentrate for little periods of time, taking breaks of up to five minutes every thirty minutes. Others prefer to work or study in larger chunks because they find it harder to refocus after taking a break. For instance, because I am often distracted, I must engage in lengthy study sessions in order to maintain my concentration. For this reason, I prefer lengthy sessions that are followed by lengthy breaks (Cottrell, 2019).



Importance of skills academic and professional carer
To be organised in our everyday lives, both at school and at work in the future, time management is crucial. There are a number of reasons why we should consider the time we devote to some activities that are more essential than others. For work, we must understand that excellent time management leads to successful work, so today we will discuss more suggestions that support our careers. You may schedule each day, week, and month in advance to keep organised for all of your job assignments. Additionally, it's crucial to control your stress levels since you cannot perform well if you are under stress. To achieve this, engage in activities that lower your stress levels, including taking a stroll with family or friends or participating in a sport you like. These time management strategies are similar to it and may be used to achieve success at work (Cottrell, 2019).


Conclusion
In conclusion, learning and improving time management skills is crucial for leading a healthy lifestyle. You will feel less stress and complete your activities and jobs on time and at a high standard if you have good time management skills. Since it will be a little tough for you, keep in mind that it is crucial to have the mindset to modify your daily routines and habits since it is the path to success. Keep in mind all the previously mentioned techniques as well, as they will be very helpful in achieving improved time management. It's crucial to note that participating in sports keeps your body strong and prepared for productive job and academic studies.









References

Cottrell, S. (2019) The Study Skills Handbook. 5th Ed. London: Bloomsbury Publishing Plc.
Available from: ProQuest E-book Central. [2 December 2022].


2

image1.png
Prifysgol Cymru

Y Drindod Dewi Sant
University of Wales
Trinity Saint David





