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Introduction
According to Cottrell, S. (2019), each person has his own way of working. The only way to achieve the best is to apply varied techniques and identify the right one that suit to the individual and to the priority-setting checklist.
Everyone is involved into multitasking in his daily life doing plenty activities as studying, shopping, working, reading, recreating, spending time with friends and so on. For every individual the day has 24 hours and to deal with multiple daily tasks or competing deadlines can be challenging and stressful. Time management is an important skill which helps people to organize well and efficient all their activities in accordance with the timings. The report will discuss about the importance of time management skill, the Eisenhower Method, and the time management strategies. 

Time management skill
Time management is a technique of using time effectively. Time management skill helps in organizing time, identifying, and prioritising important tasks, eliminating time wasters, and saving time. In generally, most of the people are not naturally blessed with good skills, so the individual has to learn and develop these abilities. Time management is an important skill which can be handle if people start to discipline themselves. 
Time management skill is a transferable skill throughout the career and across to new industries and new social positions.
Time management skill helps the student to become more organized and confident, completing on less time more reports, essays, research, assignments and so forth.
The full-time courses are the equivalent of full-time jobs because on both of them the student/worker has to spend around 35-40 hours per week.
Self-efficacy, self-evaluation, self-improvement, and self-assessment, all are related to time management skill. It takes time and practice to find the right path to know how to take care of your well-being. To move to the next level of a successful student/worker is recommended to implement the self-evaluation skill. Self-evaluation technique is a constructive skill and allows students/employees to identify their strengths and weaknesses. An own evaluation enables the individual to know how to improve their actions and performance.
The academic work is more difficult and complex, and the student has to develop the capacity to think more creative, systematic, and subtle ways. Good time management skill along with a strong motivation are essential for all students.
Time management matters and is strongly affected by the how much time the individual spend in study and how well the person use that time. The short-cuts may save time if the student takes the right decision.
Managing the time effectively gives the student that choice to spend the time saved in actions such as eating, sleeping, relaxing, being with family or going out with friends. 
Tiredness is an unproductive factor and does not help at all the student/employees to get the best results, so is an important aspect to make time for a good sleep. 
Do not feel the time is under pressure, the student has to focus on time management and so on the person will maximize the control over where the time goes. The student has to organize himself in ways that make the best using the time.
Does exist some good tips for saving time and improve a work productivity. One of the tips is to prioritise the tasks list. The priority-setting checklist clarify what to do and when, what is important or not, what is urgent or not urgent from the ‘To do’ list. Always the most important task must be completed first.
To map and monitor the results is the best way to check the effectiveness of the time management plan. The initial plan may be does not stick to the target, so is good to update the plan and make it more realistic.
 
	The Eisenhower Method
	Urgent
	Not urgent

	Important
	· Assignment 1 for Academic Skills.
· Power Point Presentation.
· Presentation script.
· Practise presentation.
	· Assignment 2 for Academic Skills.
· Written exam.


	Not important
	· Answering phone calls.
	· Assignments for term 2



One more way to improve the work productivity is to be systematic, delegate some tasks and find answers to the 5 Whys (When?, What?, Where?, Why?, When?).
As no missing anything is better to be very specific, take notes and write down in a planner the work deadlines.
Distractions may occur at any time, but to stay on task must be the priority. Distractions are considered barriers and the only way to avoid putting off a task is to eliminate the causes of all those intrusions.
(Cottrell, 2019, p.144) points out ten time-saving strategies: take notes using headings and keywords; save time copying between files; make a list of tasks for spare moments; name and date the notes clearly; use ‘smart reading’ strategies; write references for each used book, article; use word limits to save energy; always carry a small notebook and pen; save time organising information; avoid duplicating effort.
It is an interesting exercise to monitor the use of independent study time. The student has to plan the daily tasks, and at the end of each day to check the results. Thoughts and observations about study habits and time management will outline the barriers which occurred and interrupt the productiveness work.  
Every individual engages himself into multitasks. I am 34 years old, I am married, I have two children, I work, and I am a student. My friends were surprised when I told them that I want to study Business and Management. They were worried about how I will manage to do everything. According to Cottrell, S. (2019) I found the right answer for them. I keep myself busy in a productive way, trying to achieve my goals after I set my priorities. I start to learn to say ‘No’ to the distractions and I decided to become more focus on my tasks. The time is no stopping and always the ‘To do’ list is open for new tasks. Moreover, I am more organised, I take notes on my planner, and all of these make me to feel more confident.








Conclusion
Time management is not a catchphrase, it is a skill, and the individual has to develop it over time. When someone feels too busy and starts to lose the control of the deadlines ‘To do’ list, on that moment the person understand the mean of time management skill. Time management helps to reduce the level of stress, prioritising the tasks, and achieving in a faster way bigger and better results. The report discussed the main steps for an effective time management: set the goals, prioritise the tasks, set a time limit for each task, implement strategies, manage distractions and procrastination, monitor the results, and plan ahead.    
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