[image: Text

Description automatically generated]



Assignment 1




Name: Sorin Daniel Dascalu		
Student ID: 2237755
Module code: LCBB4006
Module name: Academic Skills
Lecturer: Dr Lizeta Demetriou

 




Table of Contents
1.Introduction	2
2. Summary	2
3.Evaluation and importance of the skills	4
4.Conclusion	6
4.Reference	7




























[bookmark: _Toc131756134] 1.Introduction
Time management refers to the process of planning, organizing, prioritizing, and controlling the amount of time spent on various activities to improve efficiency, productivity, and overall effectiveness. Effective time management involves identifying the tasks that are most important, setting goals, and creating a schedule or plan to complete those tasks withing a specific timeframe. Time management skills are necessary for students as they are responsible for managing or organising most of their time for their study themselves. The report is based on time management skills and it could be found in The study skill Handbook under the chapter 8, Time Management . This report will discuss time management skills and its key findings driven by the source. Further, this report will also evaluate the importance of time management skills in academic and professional careers. 

[bookmark: _Toc131756135]2. Summary
 The skills of time management for academic purposes refer to the capacity of individuals or learners to establish objectives, arrange tasks, concentrate, assign responsibilities, prioritise, and communicate effectively. Time management skills are necessary for students as they are responsible for managing or organising most of their time for their study themselves. Students experience demand for  organising their time for social life, family, study, jobs, music, shopping, eating, travelling and managing other work in day-to-day living. Students need to manage competing deadlines for several assignments and to reach the goal they need to efficiently conduct time management. Furthermore, students spending their time online and independently studying can be time-consuming and thus need abilities to manage time effectively. The more time students put into the task of thinking and reading about the subject matter of the assignments, the they are more likely to do well. Students must be sure to divide time between their basic needs like sleeping and eating properly and time to spend with friends (McMillan and Weyers, 2012). By managing time efficiently students gain more confidence and thus can cope effectively in every difficult situation. Taking note of necessary data about the subject will help the students to use their time in a more disciplined manner. Being systematic, finding time requirements, clarifying, deciding, prioritising the work, planning, managing direction and monitoring the work all these help to gain time management skills. One must be more systematic to think about time management and focus on understanding and developing the way to use time. To find out the time requirements, one needs to first understand the pattern of the required study and divide time accordingly to meet the need of the study. 
Furthermore, monitoring and mapping the use of study time will help to develop time management skills. Students need to be very comprehensive and specific to plan up time. They can keep a diary or planner to plan up the use of time and strategize to work backwards from the deadlines of tasks . The skills of time management help prevent procrastination by helping to set specific time frames and thus motivate students to complete the work. Motivation brought up my time management skills helps to overcome laziness which contributes to procrastination. One needs to check whether they are sticking to a plan or not and must update the planning accordingly to make the time more realistic. Focusing on experimenting with ways to save and manage time will help find the work needed to be done and thus helps save up more time. There are some strategies that students can focus on to develop their abilities in time management like seeking the help of tutors, reading books about time management, taking the help of online courses and many more. With time management skills come many advantages, like it helps reduce the stress of students, gets more time for freedom, helps increase focus, boosts the productivity of students and many more. Building up these skills will help the student to become more effective in their academics as it helps students to be well prepared for tasks. Further, students can boost their productivity with the help of time management skills by doing more work in less time(Cotrell,2019). 
[bookmark: _Toc131756136]3.Evaluation and importance of the skills
Time management skill is important in academics as it helps students to become more organised, and confident and help them learn more efficiently. This skill is extremely important as it helps students to ensure the maximum work is done in a certain period. It makes it easy for students to deal with more subjects, assignments, tests, and extracurricular. Students need to develop time management skills as it helps students to become more organised, well prepared, and focused and complete tasks on time (Fairbairn and Winch, 2011). Further, these skills provide ways for controlling and structuring the functioning of students in their academics. Time management is an essential factor to be followed during academics which will help students to complete assignments or other academic work within an allocated time frame. Poor time management in academia can negatively impact work quality, lead to an increase in workload, and reduce overall work efficiency.
Time management skills help the students to pre-plan tasks for their studies and help during group work. Furthermore, time management skills are also very important in a professional career. This skill allows us to plan the days of professionals in a way which helps us finish the work in time and with less effort. The work demand during a professional career is more so by developing time management ability, one can divide time more effectively. This effective management of time will help professionals to reach their goals within a specific time frame. This skill is important for professionals as they have to manage their time for families, friends, careers, eating, meetings and much more. During a professional career effective time management skill helps increase the focus on work and thus help improve productivity. This skill assists in prioritising the work during a professional career which helps to develop their focus on work without having to face any distractions. Time management assists learners by helping to deliver work on time helping provide better quality work and many more and thus help develop a positive career in the professional field. Planning work ahead will help the co-worker during their professional career to understand the strategy to complete work. Therefore, this skill also helps develop the collaboration of professionals with different co-workers. Some tips to master time management skills are to plan up the time, schedule work and stick to it, set up time limits, avoid multitasking, deal with difficult tasks first, know how to spend time and much more. The other tips that students can follow are by creating a daily planner, giving tasks a time limit, formulating a routine and much more. 


[bookmark: _Toc131756137]4.Conclusion
Academic skills are the strategies, abilities, and habits which help learners to succeed in the academic field. Time management skills are necessary for students as they are responsible for managing or organising most of their time for their study themselves. The demands that students experience is organising their time for social life, family, study, jobs, music, shopping, eating, travelling and managing other work in day-to-day living.  Students need to manage competing deadlines for several assignments and to reach the goal they need to efficiently conduct time management. This report has discussed time management skills and its key findings are driven by the source. Further, this skill has also evaluated the importance of time management skills in academic and professional careers. 
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