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Knowledge of academic skills will guide every individual on the way of success in higher education, as well as in life; the significant role of them is highlighted by Stella Cottrell in different ways in the 5th edition of “The Study Skills Handbook”. There are many skills that can be learnt from this source which are time management, analytical and critical thinking, referencing, teamwork, and summarising and paraphrasing skills. In this report, the discussion will be based on chapter 6, time management. According to Cottrell (2019), having time management skills is necessary for everyone as it helps in their studies, social lives, personal interests, jobs and maintaining families. From day-to-day living to controlling and managing other basic activities in life, time management is an integral part. Thus, the importance of these skills, evaluation of the skills, the things learnt from the skills and the ways of improving these will be discussed here.
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In accordance with Cottrell (2019), Time management is the capability to utilise time effectively. This is the procedure of exercising and planning time and having control of the time spent through the activities for enhancing efficiency and productivity. It has been learnt from the source that time is a choice of how one utilises it. For example, one needs to prioritise activities depending on the importance of the specific time. Students need to make sure that they have enough time for the basics like making friends, eating, sleeping and other. If time management skills are used properly, it gives a chance to people to utilise the time they saved. Students can use that time to research more in-depth so that they can have more knowledge about the subject matter, reinforce their studies so that it would make sense in future, prepare better for exams and earn, work and enjoy social and leisure time. There are some techniques of time management that students can use such as scheduling activities as per hours, monitoring the use of independent study time, making time circles, priority organiser, diary-keeping, making a plan, having to-do lists and many more. 
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Time management is one of the necessary skills for a student as it is directly connected with success in academic life. Study success is affected by two factors such as how well one is utilising their time and how much they are spending on studying. It helps to achieve goals, reduce stalling and increase one’s productivity. Time management has a significant role in a student’s academic life which has been discussed below.
Lesser stress: By managing time properly one can have a good balance in their academic, professional and personal life. When students have time management skills they can properly follow the pre-constructed schedule where the daily activities are listed as the time needed to complete them. Using this skill, prioritising activities can be done to finish daily work faster. Therefore, by finishing every work as scheduled, students can lessen their stress (BakkerElkhuizen, 2023). 
More focus on work: Using time management skills, students can prioritise important work and finish them in a timely. It helps them to not divert their focus on any other task or leisure activities. They can have a goal to complete the task within time and all the activities are finished as planned and more efficiently (BakkerElkhuizen, 2023). 
Less procrastination: A procrastinating person is known as one who delays their work or postpones it. Students sometimes also face this challenge when a force works to put off the work they do. With time management they set goals where they get to finish their tasks within a specific time. This helps students to have a state of mind, create the right environment, use the distraction in their studies and connect with the motivational factors (Cottrell, 2019). 
Higher productivity: Good time management helps students to get more work done. By prioritising work, doing work as scheduled and completing it timely, time can be saved. In the saved time, students can do revisions, join online classes, research more about their assignments and more to increase their efficiency and productivity (Lutkevich and Wigmore, 2023).
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From Cottrell, (2019), it has been learned that time management is the key to being successful in the academic career. Here, I have learned about different strategies, tools and approaches which help students in evaluating the way of using their time, organising time, saving and controlling time and deciding how to use it. An estimated time for studying has also been known from the handbook. It is stated in the source that 1200 hours is enough to study for a degree. There are different plans for students that have been provided here. For example, 1200 hours for 52 weeks where 23 hours a week is for studying or 1200 hours for 45 weeks where 27 hours a week is for studies. I have also learned about part-time study and the way study time should be spent. The average weekly requirements, planning time for assignments, using time properly during the whole day and utilising the independent study time have been discussed in this source. I have used Time Circle charts in order to see where I am spending my time and where I can improve my time management. I have learnt that I need to stop multitasking which was a huge problem for me.
My first concern when I made the decision to start my undergraduate education was time management. Everything was simple because I just had to decide how I would use my time, which led to a set of goals. I started to succeed when I improved my time management skills. I have completed the first assignment quickly, and I am almost done with the second one. I was able to reach my goals sooner than the deadline thanks to effective planning and "to do" lists, which helped me stay focused on what was truly important. In addition, I have been able to add more activities to my routine that improve my well-being because I have discovered how to plan, prioritise, and execute. All of this is possible because I have mastered effective time management techniques.
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There are various ways to improve time management skills. Many steps should be used by me in order to make my studies more scheduled. This can help me in improving my academic career along with my professional career as I can use this skill to manage all the tasks and be an effective and productive employee. The steps that can be followed in order to have effective time management which has been stated below (Cottrell, 2019). 
1. Being systematic with all the activities 
2. Finding out the time requirements for each activity
3. Prioritising the important tasks 
4. Identifying the distractions and avoiding them 
5. Clarifying the way one can use their time
6. Planning what to be done 
7. Deciding the way of spending the time 
8. Keeping the activities as per the plan 
9. Applying some time management techniques 
10. Monitoring the activities 
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The above report has discussed the way time management skills can help a student in being more productive. A specific published source has been used which is “The Study Skills Handbook” by Stella Cottrell. It has been learned from the handbook that time management is an essential skill for students through which they can manage their activities, and studies and lessen their stress which can make them more productive. In this report, a brief description of time management skills has been given based on the handbook. Its importance in a student's academic career has also been described here. The report has further explained the aspects of time management learned from the source and some other sources. Lastly, some steps to improve the skill for academic and professional careers have been elaborated on. 
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