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Introduction

In this report, | talk about Time Management and why is important. The purpose of the
report is to find out about how to manage time good and show ways to manage time
goodly. Time management is important for success because helps organise work and
good because it make sure work is done on time. The purpose of the reportis help
understand time management and make sure task are done.

Definition of Time Management

Time management means using time effectively to make sure work is done.
“Cambridge dictionary say time management is “the practice of using the time that you

have available in a useful and effective way, especially in your work”'. This mean balancing
time, doing big tasks first and completing work goodly before deadline.

According to Coursera, Time management skills are “goal setting, prioritising,
delegating,focusing and time blocking”? This can help build a time managing habit.

Importance of time management

Time management important because it makes sure you have enough time before finishing
task and helps you organise time better. It help you finish important and close finish task
first. For example, completing assignment which is due early than other assignment. This
can help a person to meet deadlines and make sure you not stress about rush.

And, time management important for academic success because it help organise and submit
tasks when theyre due. It make sure you plan time and don't get in trouble for late. It less

'Cambridge Dictionary (2023). time management. [online] @CambridgeWords.
Available at: https://dictionary.cambridge.org/dictionary/english/time-
management#google vignette.

2Coursera Staff (2023). 7 essential time management skills. [online] Coursera.
Available at: https://www.coursera.org/articles/time-management-skills.
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stress because you have lot of time to complete the task and you can do some little bit at a
time. “According to Eluxhian, “time management means less stress, greater focus,higher
levels of productivity,less procrastination, less distraction, increased energy and time to
think.”

Time management is important because it helps organise tasks and ignore distractions.
Everyone has different situation, so time management helps with making sure work is done
to fit a persons life

Time Management strategies

Time management strategies help person to manage time and give different ways of doing it.
For example, time blocking or doing more important task first.

One time management strategy can be Pomodoro Technique. “You do tasks for 25 minute
and take break for 5 minute and repeat this again™. This help manage time because person
stay focus and don't get tired easily. They can finish task in 25 minute turns and still be
interested. The Pomodoro technique is popular in academic work because it keeps focus
and can split assignments into parts.

Another time management strategy can be the Eisenhower Matrix. According to Rize.io, this
strategy helps to “delineate important and urgent tasks™ This helps manage time because it
makes sure a person does the most important and most important task first. This means the
person can make sure they do the right tasks first and help to prioritize the important and
urgent tasks.

Conclusion

In conclusion, time management is important for academic success because it makes sure
that person completes task on time and do the work good because they have enough time to
focus and complete the task. It makes sure the right tasks are prioritise and because a
person can take their time instead of rush. | look at the Pomodoro Technique and the
Eisenhower Matrix which help person to manage time by doing work in 25 minute blocks and
completing most important and urgent tasks first.
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