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[bookmark: _Toc200008767]Introduction
This report is about time management and why it is important for students to. Many students today find it hard to keep up with classes, assignments, and personal life, especially with so many online distractions. Time management helps students plan their work, stay focused and reduce stress. Without it, even motivated students can fall behind. This report will explain what time management is , why it matters , what strategies can help, what common problems students face, and which solution have been shown to work. The aim is to give students useful, simple ways to manage time better and succeed at university.
[bookmark: _Toc200008768]What is time Management and Why it Matters
Time Management means using time in a smart and organised way. It helps students decide what to do and when to do it. Cottrell (2019) explains that time management is the key for meeting deadlines and improving learning. When students plan ahead, they are more likely to complete tasks well and on time.
Research also shows a link between good time management and reduces stress (Bedford & Wilson, 2020). Students who organise their days are less likely to feel overwhelmed.
For example, a student preparing for exams might create a simple weekly plan. They break study topics into small parts, spread them across the week, and add time for breaks and rest.
Time management like this gives students more control and can lead to better grades and better health.
[bookmark: _Toc200008769]Time management Strategies in a Digital World
One helpful strategy is time blocking. This means dividing the day into blocks of time and assigning specific tasks to each one. Cottrell (2021) says this helps students avoid multitasking, which often leads to mistakes. A student might block out, for example 9:00-11:00 for reading, 11:30-12:30 for writing, and 2:00-3:00 for review. This keeps them focused and avoids jumping between tasks.
Another useful tool is using a digital calendar like Google Calendar. It allows students to plan study sessions, set reminders, and track deadlines. Bedford & Wilson (2020) highlight that online tools like calendars support better awareness and habit-building.
A student might use their phone calendar to plan their week and get alerts before task are due. These strategies help students stay organized and reduce the risk of missing 
work.
[bookmark: _Toc200008770]Challenges in Time Management
One big challenge students face is distraction from social media. With platforms like TikTok and Instagram, it is easy to lose hours without realising it. Cotrell (2019) points out that managing distractions is key to stay focused. Many students intend to study but end up checking their phones constantly.
For example, a student might sit down to write an essay, open Instagram “just for a second”, and end up spending an hour online. This leads to rushed work and missed deadlines.
Social media makes it harder to stay focused and finish important tasks, which can hurt academic performance.
[bookmark: _Toc200008771]Evidence-Based Solutions
A useful solution is the Pomodoro Technique. It involves working in short bursts of 25 minutes, followed by a 5 minute-break. This keeps focus sharp and avoids burnout. Cottrel (2023) explains that short, regular breaks improve concentration and helps students stay alert. A student using this method can study for longer without feeling exhausted.
Another solution is developing self-awareness about how time is spent. McMillan (2021) suggests keeping a time log to see where time goes each day. Students often find the spend more time than they thought on low-value tasks.
By tracking their time and setting limits, students can make better choices and feel more in control.
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Time management is essential for student success. It helps with planning, staying focused, and meeting deadlines. With digital tools like calendars and methods like the Pomodoro Technique, students can manage time better and reduce stress. While distractions like social media are common, they can be managed with practice and the right strategies. Time management is not something you have to be born with it, is a skill students can learn and improve over time. With the right approach, anyone can get better at it and succeed at university.
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