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ASSIGNMENT 1


Executive Summary
This report has been summarized on the basis of time management and their impact on professional and academic career. This has been specified through “The study Skills Handbook”. Each chapter has provided knowledge and learning skills related to time management. It has a clear synthesis of spending time now and wanting to spend time in future. Chapters has reflected their importance that is useful in managing time of students and developing a routine to meet their tasks on estimated deadlines. It has determined that students and employees need to cooperate with their developed routine and plan that will be useful in achieving the future goal. 
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[bookmark: _Toc122359895]Introduction 
Time management is a process of planning as well as organising how to divide time between "different activities". It is important for students to get it right and end up working efficiently. This report is based on "Time management" and its importance in individual day-to-day life. It has introduced key aspects of time management to successful study and considers them to improve the programme of study. Strategies of time management are useful in making good use of time for studies and outside of class activities by identifying that individuals can save time. This organises independent study and allows a student to make the best use of their time. 
 
[bookmark: _Toc122359896] Summary of the book 
The key information of "The study Skills Handbook" is to encourage understanding of students and support individuals to take approaches to their study."Success as a student" identifies expectations of students and appreciation of how to differ from higher education to previous level of education. This has also focused on teaching methods that are useful at each level and play important role in an independent study. "Developing your skills"focused on which reflects terms that are meant by study skills and academic skills.This used the APT-S study framework to support "study skill development". It considers five components related to skills development. This is useful in spreading awareness of qualities as well as skills (Cottrell, 2019). It brings new opportunities and promotes students to gain knowledge throughout their studies. 
On the other hand, it helps in identifying areas of strength related to current study skills as well as areas to build up further. “Successful study" that determines personalised learning, strategy, and intelligence. It reflects own view related to learning and intelligence that consider their effects on academic abilities. Preferences and learning styles are useful in drawing personalised learning skills and promote students to learn new things. Apart from this, there are different ways that are useful in optimising academic performance through personalised approaches that are useful in developing learning skills. Students need to think typically and give time in thinking appropriately about the aspects of the study. This helps a student to feel easier and launch tangible study skills for making good notes. 
Therefore, it is worth putting time aside and thinking strategically related to learning and its successful impacts. "The CREAM strategy for learning" reflects development of ideas to take creative approaches for a student. It is important to understand the differences between being an effective student as well a virtuous student. The C-R-E-A-M strategy is useful for students to get aware of contribution of each aspect in the "learning process". Each approach is considered to be effective for students in understanding a different kind of study. "Time management as a student" gives opportunities to students in understanding importance of time management in their academic study. Considered key components of time management and gives a clear sense of spending time in the future (Cottrell, 2019). Apart from this, time management strategies need to be implemented appropriately to identify their importance and usefulness in saving time.
[bookmark: _Toc122359897]Evaluation of the source 
Time management skills can be beneficial in the academic career of a student. This ensures that students need to prepare well, be focused, and organise to manage their daily lives. On the other hand, it is useful in completing their academic assignments on time. Students are capable of improving their working skills and developing their learning skills through practice. Effective time management is useful for students to focus on their learning skills and conclude their tasks on estimated time. This improves their working efficiency become more productive. Apart from this, employees will have a greater level of job satisfaction and feel less stressed while performing their tasks. This aids them with career progression that can decrease business’s staff turnover. Time management is considered to be an effective technique for utilising time effectively.Professionals can organise their personal and professional tasks on the basis of important and urgent activities. Time management is an important term that needs to be improved in academic and professional careers. There are important tips that lead to fewer distractions and lead productive work. 
Set reminders- This is an essential key term of time management that leads to the success of an individual. It is important to remember deadlines and set reminders for early deadlines. It is important to set remember 15 minutes before attending any meetings and get prepared for gatherings. 
Develop daily planner- It is important to make a task that accomplishes the day's routine and note upcoming meetings. This will help an individual to get aware of deadlines. Lists are important things that are important and ensure to tick off the essential tasks to complete. 
Give the task a time limit- An individual need to develop a daily list and pen down how much time is required to complete the task. Thus, moving to different responsibilities and coming back can help individuals to get a fresh mind and have a new perspective.
Establish routine- During working hours, it is important to create a routine beforehand and make sense of a position. Students and professionals can work through issues after having a chaotic day. Therefore, it is important to stick to a routine and reduce stress levels. 
From this reading, I have learnt importance of time management as a student. This increases efficiency of students and allows them to focus on their goals. Efficient use of time also helps a student to reduce their stress and student tick off certain terms from their "to-do list". Through time management skills, a professional career can be managed and allow employees to meet deadlines. As a student, time management skills have provided strategies to evaluate the use of time correctly and organise time according to the tasks (Cottrell, 2019).I know from personal experience, it has been challenging in managing deadlines with several assignments and turning around in quick succession for the same date.
Time management in the knowledge economy with a set of recommendations related to time management and productivity. Principles of time management include knowledge and help in developing a new relationship with technology as well as practices. Time management pivots new ideas that provide extraordinary classes in academic and professional careers. 
[bookmark: _Toc122359898]Conclusion 
This study has summarised the importance of time management in academic and professional careers. This study has specified time management and its tools are useful in collecting a large amount of information, decision-making process, using technology, and developing ethical understanding. Time management is considered to be effective in each and every individual life and promote them to take responsibility for completing tasks on time. Students can make routines and plan to work towards deadlines by using time effectively. It helps in managing stress and students can cope with challenges. 
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