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Time Management: An Essential Skill for Student Success in Higher Education
1. Introduction
For student success in higher education time management is essential skill not only for keeping on track with assignments and meeting deadlines, but also for better work – life balance and maintaining mental and emotional well-being. The flexibility of Virtual and blended learning environments has increased the requirement for self-discipline and independent study skills. Poor time management often leads to missed deadlines, stress, and reduced academic performance.
This report will explore the definition and importance of time management, effective strategies for the digital age, common challenges students face and provide proven techniques to support academic success.
2. Definition and Importance
Oxford languages (2025) define time management as “the ability to use one’s time effectively or productively, especially at work”. In higher education this plays a significant role with helping students cope with multiple demands such as assignments, exams, work, and other personal commitments. This is particularly important to students in online learning environments where there are no set timetables and often work alone, requiring them to be more self-disciplined.
3. Key benefits of time management
· Academic Success – Helps students prepare for exams, meet deadlines, and avoid last-minute stress (McMillan, 2021).
· Reduces Stress – Structured planning can give students a more sense of control and reduce the pressure of overlapping tasks (Cottrell, 2021)
· Improved Well-being – A structured routine enables a better work-life balance, which is particularly important for distant or mature students (Burroughs, 2019)

4. Time Management Strategies in The Digital Age
There are many tools and strategies that students can use to help form habits to stay organised and keep themselves accountable. 
4.1 Common Tools and Strategies
4.1.1 Digital Calendars
Google calendar helps students plan their week to fit study around other commitments.
4.1.2 To-Do lists 
[bookmark: _Int_09rYfPbp]Apps such as Microsoft To Do and Todoist, help students break tasks into smaller, manageable steps by creating daily checklists.
4.1.3 Time blocking 
A method that involves, setting specific time to focused tasks, for different tasks which is said to help support concentration and reduce procrastination (Cottrell, 2024).
5. Common Challenges
Despite having access to tools and strategies, students still face multiple challenges with managing their time effectively. If these are not addressed, it could lead to disengagement and missed deadlines affecting academic outcomes.
5.1 Digital Distractions
Scrolling through social media apps, online gaming and streaming can take up a lot of time and reduce students focus (McMillan, 2021).
5.2 Poor Prioritisation
With multiple tasks to complete, students often struggle to figure out which tasks are more important or urgent (Cottrell, 2024)
5.3 Lack of motivation 
Due to the lack of physical structure with online learning, students can feel isolated and unmotivated making it harder to keep up with the course (McMillan, 2021)

6. Evidence Based Strategies to Improve Time Management 
These strategies, supported by study skills experts, help students build better habits and feel more in confident and in control of their studies.
6.1 Pomodoro technique
Is a method developed by Francesco Cirillo that involves 25-minute work focused sessions followed by short breaks to prevent burnt out.
6.2 Eisenhower Matrix 
This was created by Dwight D. Eisenhower and helps students decide what tasks are urgent and important, so they can prioritise and manage their time better.
6.3 SMART Goals
Setting goals that are, Specific, Measurable, Achievable, Relevant, and Timely can help students stay focused and motivated. These goals break large tasks into manageable steps and provide clear progress indicators (Cottrell, 2021).
6.4 Productivity Apps
Apps like Trello and Notion help students with project planning and tracking. Whilst the Forest App helps keep focus by discouraging phone use during study periods.
7. Conclusion
Time management is an important skill in higher education and plays an important role in students' success and well-being. While digital tools offer new ways to plan and stay organised, students still need to overcome challenges such as distractions and poor prioritisation. By using effective strategies like The Pomodoro Technique and Eisenhower Matrix, students can overcome modern distractions and form better habits that will support not only academic but professional success. 



References
[bookmark: _Int_KfGl0k60]Bedford, D. and Wilson, E. (2020) Study skills for foundation degrees. Third edition. Abingdon, Oxon ; Routledge.
[bookmark: _Int_M8oO2C26][bookmark: _Int_iJ2tg0qX]Burroughs, C. (2019) The return to study handbook : study skills for mature, distance, and workplace learners. London, England ; Kogan Page.
Cottrell, S. (2024) The study skills handbook. Sixth edition. London, England: Bloomsbury Academic.
[bookmark: _Int_lxDyZgwa]Cottrell, S. (2021) Skills for success : personal development and employability. 4th edition. London: Red Globe Press.
[bookmark: _Int_daeo1pfs]McMillan, K. (2021) The study skills book : your essential guide to university success. Fourth edition. Harlow, England: Pearson Education Limited.
[bookmark: _Int_3rNkyx9V]Oxford Languages.(2025) Time management. Oxford English Dictionary. Available at: https://languages.oup.com/ (Accessed: 7 June 2025)








image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




