INTRODUCTION TIME MANAGEMENT
[image: Image result for time management]Time management is an important aspect in order for a person to achieve their desired goals, also to gain personal and professional success and satisfaction. According to the Oxford Dictionary ‘’Timetable a list of times at which events are scheduled to take place.’’ (Hawker,2008, p.754).  This academic poster will outline the importance of managing your time effectively, and how to keep personal, professional and social life balanced. It will explain the benefits of having good time management and organisation skills, for instance, during academic studies. It is important to have structure and useful tools in place to help you achieve your goals, these can include timetables and goal boards. As Beech explains linking your short-term goals to your next assignment deadlines, will involve careful planning to ensure enough time is spend on each assignment (2009).
[image: Image result for time management] The poster will also discuss the negative impact poor organisational skills it can have on a person, and maybe cause unnecessary stress. Following on it will highlight the positive effect good time management will have on the individual when they are aiming for their goals. 
It is possible that good time management holds the key for success, it involves planning and balancing responsibilities. However, at times life can get a little hectic and feel like its spiralling out of control. It can be suggested that effective time management will help improve this situation and avoid any unwanted stress.
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	THE DO’S
	
	THE DON’Ts

	[image: Image result for balancing clock]Design a timetable and be realistic how much time will be spent on each task. Remember to include breaks and leisure time.
Decide your priorities, put them in order accordingly.
Successful people know that productive action comes before motivation (Burns, 1999).
Inform family and friends you are going to be studying or working on a certain project, therefore you may see less of them for the time being.
Keep your notes tidy, in order and avoid clutter.
Cross tasks off your lists after completing them.
[image: ]Practice relaxing therapies and ensure you get a good sleep.
Delegate family members to carry out household chores.
Take regular exercise, get plenty of fresh air to avoid feeling lethargic.
Ensure the environment is quiet when reading.
Stay positive and in control.
	
	Do not feel guilty when prioritising studies over family time.
It is important not to leave tasks until the deadline or the last minute.
Detach from social media, video games and television.
Multitasking is not a good idea, take one step at a time.
Do not give up on yourself if the pressure is high, take a step back and re evaluate the situation.
Avoid distractions and getting side tracked.
Don’t neglect yourself, rewards are recommended when tasks are completed.
Negative thoughts can lay heavy on ones mind when feeling stressed, avoid these thoughts by staying positive and focussed.
Don’t be overwhelmed by workload, breaking tasks down into smaller ones will help you visualise your goals more realistically. 



PROCRASTINATION
Procrastination can occur when you put off doing something that is important, you may procced with other activities that are not relevant to your task. For example, it could be putting off the ironing or filling out your tax return. Procrastination is highly likely to happen when students are studying for exams, essays and assignments. Burns suggests procrastinators can sometimes be mistaken for being lazy or irresponsible, occasionally the problem can be opposite meaning whereby success is so important you do nothing rather than risk failure (1999). Procrastination can cause a problem in situations when important tasks need to be adhered to, it can have a profound effect on a person whilst they are aiming to achieve their goals. Cherry (2019) state we all procrastinate at some point, research studies suggest that there is a problem amongst students with an estimated 25 to 75% of college students procrastinating on academic studies.

SUMMARY
[image: Image result for graduation clock]This poster has outlined the importance of time management, and how it will benefit you to achieving your goals. People will feel confident, positive and in charge of their lives when their time is well managed (Tracy, 2014). Suggestions have been mentioned to avoid procrastination and stress during your academic studies. It has been explained to break tasks down into smaller ones, this will avoid being to over-whelmed with the workload. It is important to plan your time effectively, always keeping in mind your own well- being.  
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