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Time management skills can be referred to as the skills that enable a person to use their time more effectively to achieve the desired results. It also helps to allocate a person’s time properly so that tasks can be accomplished efficiently. Many skills are associated with time management skills such as organisation, prioritisation, goal setting, communication skills, planning skills, delegation skills Stress management skills, flexibility and others (Adams et al., 2019).
To excel in lifetime management skills are crucial as it helps a person to utilise their time effectively and manage it. It enables a person to operate systematically and organises their tasks so that they can use multiple tasks or accomplish tasks one by one as soon as possible. For instance while looking for a job a person can devote time to updating their resume, searching for openings jobs researching good companies to apply to them. Doing some application and preparation for the interview. Moreover, they are also setting aside some specific time daily so that they can help themselves to get eight jobs for them. To manage time properly a person can provide more time reading the job postings thoroughly so that they can find the jobs that are best suited to them, 
Time management skills allow a person to be more proactive and creative with their goals. By having well-defined time management skills a person can make sure that they can contribute to the company positively and reliably. 
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 From the source, different exercises are found to reduce anxiety to manage time effectively as stress is one of the reasons that make a person lazy. Thus, it is easier to ignore anxiety rather than to deal with this as it becomes difficult in each stage. To improve their anxiety levels students can take some steps such as acknowledging their feelings in order to understand and accept them (Richiţeanu-Năstase et al., 2018). They need to pay attention to whatever they agave in their mind to get rid of those thoughts. The third stage is that a person has to recognise that person is not alone in the world and avoid having such feelings which is one of the main causes of anxiety.

[bookmark: _Toc120887355]Analysis of ways to improve skills 
To identify their anxiety students can make a list of their feelings to understand the severity of the disease.to do so that cab writes up those things that bother them or the things they're concerned end about the most. Besides each of the items or things, a person needs to think critically ad identify their feelings associated with the thing or product. After taking these steps a person needs to analyse their feelings such as whole writing about the products or things they have touched that they are facing any minor difficulty or major difficulty uneasiness at times (Cottrell, 2019). They need to reflect on the things about which they are potentially serious, things for which they would like to call a crop and the things that they can do right wavy without any help. Time management skills are also helpful in devising strategies without any support. 
For instance, to deal with my anxiety I use the stay to sit in a calm place to analyse the inducements has happened to me. I use to list them down one by one to make a sequence and clear the picture of the indecent in mind. His process also helps me to ensure that nothing I have left oats behind (Cottrell, 2019). Sitting in the same moment I used to go through the incidents one by one undersea through this process what positive outcome I can receive and what I can achieve through this. Thinking in this way makes me believe that whatever has happened is for the best and has provided me with the opportunity to do something I have never done in my life.
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From this source, some techniques have been learned through which time management skills can be developed further to develop my personal and professional life and achieve a greater work-life balance. The steps through which the time management skills can be developed further are given below:
· A schedule needs to be prepared and followed strictly to develop time management skills. However, due to some unforeseen circumstances, many challenges can arise in this process which can change the budget time or the sequences of their tasks and responsivities (Wang, 2019). For instance, I can make a to-do list every day and make a separate list of the essential tasks that I need to do each day so that I can remember when can use my time. 
· To manage time a person needs to set some boundaries around them so that they can remain away from any sort of distraction (Gregg, 2018). The family members can also be informed about the process so that the unavailability of that person may not become the reason for the suffering of someone else. For instance, to utilise and improve my time management skills I have communicated the limitations of time and boundaries politely and directly which has enabled me to get adequate time for my studies and rest. 
· Fixing deadlines is another strategy that can be taken to develop and manage time and manage many skills. However a person also needs to ensure that all the deadlines that are fixed should be realistic and must be followed strictly. For instance, I fox deadlines one or two days before the actual deadline so that the task can be done within time. Also, it helps me to take corrective measures if it went wrong in some place I will have adequate time to make corrections or changes.
· Another important aspect that helps to develop the lime management skill is the setting of short and long-term goals. However, while setting the goals one should keep in mind that the short-term goals should be something that will help achieve long-term goals and should be associated with the same skill. I have managed to investigate my long and short-term goals such as in the long run I want to become a marketing professional. Thus, in short term, I am planning to learn digital marketing, photography and others to wk. in this industry successfully. I also developed a state objective through which I have made a step-by-step plan through which I can develop my time management skills and other competencies. 
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