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Managing your time properly is one of the most important skills for students. Good time management helps you stay on top of assignments, meet deadlines, and reduce stress. Stella Cottrell (2024) explains that students who plan their workload, prioritise tasks, and use structured strategies tend to achieve better results. Learning how to manage time effectively also helps develop discipline, improve focus, and build confidence in completing tasks efficiently. This report looks at three methods for managing time: Cottrell’s study strategies, the Pomodoro Technique, and the Eisenhower Matrix. Using them together can make studying and daily life much easier, while supporting long-term academic success.

[bookmark: _Toc208575022]Stella Cottrell’s Approach to Time Management
Cottrell (2024) highlights the importance of being realistic about how long tasks will take. Many students underestimate this and end up rushing assignments at the last minute. Her advice includes breaking big tasks into smaller steps, creating a timetable, and setting clear priorities. She also suggests recognising your personal energy levels, for example, whether you are more alert in the morning or evening, so that you can schedule the hardest tasks when you’re most productive (Cottrell, 2023). Following this approach helps students avoid stress and make steady progress toward both short-term and long-term goals.
Key points:
· Break large tasks into smaller, manageable steps
· Use a weekly timetable to organise tasks
· Prioritise tasks based on importance and deadlines
· Schedule difficult tasks when energy and focus are highest
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The Pomodoro Technique (Cottrell, 2021) is a practical method to maintain focus and avoid procrastination. It works by dividing work into 25-minute sessions called “Pomodoro’s,” with short 5-minute breaks in between. After four Pomodoro’s, you take a longer break. This method makes big tasks feel less overwhelming and helps students sustain concentration during study sessions.
Key points:
· Work for 25 minutes, then take a 5-minute break
· After four sessions, take a longer 15 to 30-minute break
· Helps reduce procrastination and maintain focus
· Makes large tasks more manageable and less stressful
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The Eisenhower Matrix is a tool for prioritising tasks based on urgency and importance. Tasks are placed in four categories:
1. Important and Urgent = do immediately
2. Important but Not Urgent = schedule for later
3. Not Important but Urgent = delegate or minimise
4. Not Important and Not Urgent =eliminate
Using this method helps students focus on what truly matters and avoid wasting time on distractions. It aligns with Cottrell’s (2022) advice that prioritisation is key for effective study and managing workloads efficiently.
Key points:
· Identify which tasks are truly important
· Avoid confusing urgent tasks with important ones
· Focus energy on tasks that contribute to long-term goals
· Minimise or remove low-value activities
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These three strategies work well together:
· Start with the Eisenhower Matrix to identify key tasks
· Apply Cottrell’s planning strategies to schedule tasks realistically
· Use the Pomodoro Technique for focused study sessions with breaks
This ensures tasks are prioritised, planned, and completed efficiently, while reducing stress and procrastination.

[bookmark: _Toc208575026]Conclusion
Time management is about working smarter, not harder. Stella Cottrell’s strategies help students plan and prioritise effectively, the Pomodoro Technique supports focus and productivity, and the Eisenhower Matrix guides decisions about what to work on first. Together, these methods provide a strong framework for achieving academic success while maintaining balance and reducing stress. By applying these techniques consistently, students can develop better study habits, build self-discipline, and gain confidence in completing tasks on time. These skills are also valuable beyond school, helping manage work, personal projects, and future responsibilities effectively.
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