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According to Schultz,(2008), it is very important to develop academic skills during the University journey, this will make each student accomplish all requirements necessary for personal development and for a future job. Everyone has their own way of learning, but they must be aware of the responsibility it comes with the decision to continue their education. Therefore, it is very important that students understand and achieve all the fundamental skills needed in Higher Education (Cotrell,2019). Some examples of skills that are essential for a successful academic journey are writing, critical thinking, self-management, teamwork, referencing, paraphrasing, and time management (Herminda, J.2009).
Defining time management has been e challenge over time but Claessens et al.(2007, p.262) provided a definition that does not focus on actual time but on goal-directed activities as follows “behaviors that aim at achieving an effective use of time while performing certain goal-directed activities” (Little,2018).
This report presents a definition of time management followed by a detailed discussion on the importance of time management and focuses on the effects of efficiently managing time for the personal and professional development of students, with examples from their life as undergraduates. It also includes a short summary of chapter six “Time Management as a student” described by Cotrell, (2019) in her book “The Study Skills Handbook”.
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According to Cotrell, (2019) life as a student is very challenging, especially when organising time. To successful achieve all the goals established beforehand, it is necessary to develop time management and time awareness skills. Every student has their own system to schedule  priorities and objectives. To help them to accomplish this goals Cotrell, (2019) came up with 10 steps to effectively manage time such as to be systematic in relation to time management, find what requirements need to be met and clarifying how to use time. Apart from these she identified another six steps like deciding what students should do with their free time, placing on the first position their most important goals, keeping a record of all their actions, plan and not to omit  that students should use the best time management techniques and try to avoid as much as possible procrastination.
Undergraduates could face many demands in their student life this sometimes can make them waste time. To avoid that they should keep a journal helping them to plan all their actions and marking short and long goals that can be achievable (Cotrell, 2019). Some students just cannot keep up with a plan although is written, for them keeping a “To do List” may be the best solution but not always. Organising time using a list may be effective if combined with a map of time, a good example is to write your tasks in the order of importance and cross them once they are done. If by any case they cannot be accomplished just carry on with the next ones (Cotrell, 2019). 
Another method of organise time described by Cotrell, (2019) is using study blocks, this method helps student choose the best moment of day to study for some best time for study could be in the morning for others in the evening.   Undergraduates may successfully manage time by using the right techniques, for example working in the rhythm that suits them or getting focused before starting a task. Sometimes students can use online learning, but they may forget about time while focusing on study, best solution for not losing track of time could be using a timer. An issue of studying online may arise due to distractions that may interfere (Cotrell, 2019).
Cotrell, (2019) highlights in chapter 6 of her book ten time saving strategies that can improve students studying skills, for example taking notes, save documents in Dropbox instead of copying them, and the smart use of spare moments. For a better understanding students should clearly note down their information, to try and read only the essential needed for their subject, to reference the source once they finished with the information from that particular source and to use a planner, so they avoid repeating the information. If all this techniques will not help them then is better, they find a friend to share ideas and information, two heads are better than one Cotrell, (2019).
Sometimes focusing on one direction of study could be challenging and often students get distracted. For a better understanding of information studied they should create a proper environment for their study, to reflect and focus on their task, to find their motivation, remove all distractions, sit down, and finish their task successfully (Cotrell, 2019).
 Using this techniques students will accomplish their goals on time and  lead them to succeed in their academic journey.
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Pureheart, (2018)  defines time management as “  A simply process of organising and planning how to divide and arrange your schedule amongst specific undertakings in order to maximise effectiveness in an efficient manner.”
Nowadays having the ability to accomplish all responsibilities in a short period of time using effective methods to increase the performance of  information assimilated it is considered by Vaida, (2021) not only necessary but essential. According to some scientific studies applied on effective management of  time showed that the focus should be on establishing goals and prioritising actions and not on the actual time. Time management level is considered an important factor that shows the potential level of personal development, throughout the	history effective use of time could be demonstrated by applying the right techniques. Personal development is directed corelated with all life stages and has a big influence on metal, physical and working capacity of an individual (Gulua, Kharadze, 2017).
Time management is very important in students life because it helps them organise work and makes learning easier reducing the level of stress. Students usually complain that they do not have enough time for their projects and assignments, some of them are employed so is difficult for them to cope with the number of tasks they need to finish ( Garcia-Ros, Perez-Gonzalez, and Hinojosa, 2004).
Gaining more control over time can only bring benefits such as saving energy and finish tasks earlier than expected for example if you set a timer for reading an article for  assignment then focussing on the task can lead you to accomplish the goal. One important benefit of time management is that using time effectively can reduce the number of hours used for useless activities and increase the hours used for important actions from a student life. While working having good skills of time management can make an employee increase their performance as well as productivity, for example working in a company’s deposit moving boxes, you have access to different tools but choose not to use them and do it manually. This will take longer and hard for the job to be done so work smart and not hard this action could lead to saving time and effort (Pettit, 2020).
According to Pettit, (2020) another important aspect of good use of time is that can help maximize student’s strengths and open opportunities to plan the day and life efficiently. For example, creating a schedule for long and short goals individuals can priorities their future actions and become more confident about their strengths, and they will have a better understanding of the choice they could take for professional or personal life. Using time in a smart way helps students focus more on the activities they are mandatory for their academic journey. For example, they should offer a certain amount of time for their individual studying so they can successfully finish their assignments by the deadline (Pettit, 2020).
A better work-life  symmetry makes people more productive in the workplace and more active in their personal life. This can be achieved if you spend time effectively and equally for professional and personal development. A good example is that everyone should know the value of time and distribute it equally for work and family, so they will have peace of mind. Using good time management techniques can bring more free time to enjoy the little activities that makes people happy. Having spare time allow students to pursue their dreams, hobbies and spend time with people they love (Pettit, 2020).
Procrastination can have a negative impact on the personal and professional development because can interfere with the priority goals and lead to failure of the most important objectives established by everyone in their lives. Distractions are everywhere but a good skill of managing time can ensure that students have control over their workload and will eliminate procrastination from their life, although is not always possible. Being in control of your time can make life easier and simple, for example having control over the activities that need to be done makes students feel more confident and capable of finishing their tasks in time ( Pettit, 2020).
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Capture information. Students should write down and capture all the important information to free their minds and not to worry about forgetting essential information ( Dodd, Sundheim, 2005).
Discover the importance of time. Undergraduates must be aware of how important time is for their successful academic journey and should keep a planner with all their essential tasks accomplishing them one by one ( Dodd, Sundheim, 2005).
To do list. Some students find it easier to keep a to do list with all the activities they want to do and crossed them once there are done (Cotrell, 2019).
Time schedule.  This tool may help undergraduates to simply allocate time for every task their asked to finished by creating a planner (Resolution Learning and Development, 2023).
The Pomodoro Technique.  This tool is considered to be one of the most appreciated technique of managing time this tool helps student use time in blocks of 30 minutes for studying interrupted by five minutes break (Resolution Learning and Development, 20023).
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In conclusion time is a limited resource and the misuse of it will bring only disadvantages and regret. Life as students is very busy especially if working at the same time. Students may feel very stressed and frustrated if they fail to manage their time accordingly. Being ineffective with time can only lead undergraduates to fail their assignments, fail in their personal life and also fail in their workplace. A student could be successful only by using the right techniques of managing time and focusing on what is most important for their future.
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