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[bookmark: _Toc142404465]Introduction 
Individuals need to have certain skills to be successful in both their personal life and professional career. Therefore, developing new skills is extremely important to be able to improve certain attributes and competencies which are crucial to the world of the workplace. Developing skills are extremely necessary for being able to compatibly work in every aspect of life which may include both personal and professional aspects. Therefore one needs to have the capabilities of different skills and competencies. Enrolling in this module has offered me many opportunities to learn new things and learning about different kinds of skills and competencies including their importance was one of those skills. Thus, in this module, I have evaluated the importance of time management skills and the ways they benefit an individual in their professional development. 
[bookmark: _Toc142404466]Discussion and significance of time management skills 
Time management skill is the competency that one can acquire for using their time effectively and efficiently for completing certain tasks by increasing the overall productivity of work. Time management skill is the ability to be able to utilise the time that an individual has in the best way for completing certain tasks (De Janasz et al., 2019). Rather it can be said that time management skills refer to the process of organising the time that one has intelligently so that the overall effectiveness of work can be increased. Time management skills are important for fulfilling the demands of time that can be related to the professional world, personal life, travelling, leisure time and more. These skills are also effective for being able to meet the deadlines of work easily since time management skills allow an individual to effectively complete their work within the time that they have and therefore, they do not face the pressure of deadlines. On the other hand, with the skills of proper time management, one does not have to work reluctantly and thus individuals can gather the time that they want for utilising them to activities that they personally like. 
As per the research study developed by Cottrell (2019), it takes some systematic strategies to acquire the knowledge of time management skills, which includes someone being systematic for time management, finding out the requirements of time, clarifying the current process of using time, deciding the ways of utilising time, prioritising the work that needs to be done before the other, planning of work, doing activities for meeting that plan, applying the techniques for managing time, and finally monitoring the entire process for understanding the overall effectiveness of work. 
Different activities of work require different timing based on the significance and length of work depending on the effectiveness of work which is desired from the work. For example, the time that one needs for studying a book will surely not be the time that one needs for studying an entire module. Similarly, they might need different time for completing work. One of the effective ways to use time efficiently in the best way is to be using an agenda, timetable or schedule for every activity that everyone has for one day (Cottrell, 2019). Other than that, planning a work before actually doing it is also beneficial for developing the work effectively within proper timing and with increasing the effectiveness of the same work. Besides, creating a priority list for completing certain work also becomes beneficial for individuals in terms of prioritising their work. On the other hand, to make sure of the fact that there is no mistake in a piece of work is also beneficial so that one can develop a piece of work with no mistakes. In this regard, one needs to have proper decision-making skills, which allows individuals to prioritise work by taking the necessary decision of which particular work to work on faster than the other. Therefore, one individual learns to give importance to their own work (Cottrell, 2019). To gain better competency of time management, one can also incorporate the use of an action plan or personal development plan or professional development plan, where individuals will be required to prioritise the tasks that they want in terms of the ones that they want to complete within a certain time that the individuals set for themselves. There are plenty of benefits of time management that one can have with proper organising skills and better knowledge and understanding of how they can make the most of the time that they have got in terms of having a better sense of progress. These skills allow individuals the opportunity to have greater clarity, better capability of working in a crisis situation, and boosted confidence in work while doing something and therefore the overall outcome of work turns out to be effective.  
[bookmark: _Toc142404467]Importance of time management skills for future personal and professional development 
Time management skills are extremely important for every individual due to the fruitfulness that it offers for both personal and professional development of the same aspects. As per the research study developed by Gregg (2018), time management skills are also important for stress management, as these skills require individuals to complete their tasks within the proper time, individuals do not have to worry about the deadline of work and therefore, they do not have to deal with stress at all. As per the opinion of Sirgy and Lee (2018), this competency is also important for a better work-life balance and that allows individuals with more freedom of time. With effective time management skills, one can focus on the work that they are working on and that enhances the productivity of work as well. Procrastination is the habit of keeping work pending for later to be done later by an individual just because they do not have the urgency or deadline of doing so right at a certain moment (Zacks and Hen, 2018). This skill is crucially compatible with avoiding procrastination towards any kind of work as this skill requires individuals to complete certain tasks within their respective timelines. Time management skills and organising skills come hand in hand with each other and therefore an individual becomes capable of organising their daily to-do activities with an effective sense of time management, which is how they become more organised. Therefore, everything and every activity of their lives become simpler and easier. Therefore, it eliminates distractions and enhances concentration in working on a particular thing. This increases the overall energy and enthusiasm of work for an individual as well (Cottrell, 2019).  With all of these understanding and capabilities, one can utilise them in their personal and professional life while working on anything, which can significantly impact the outcome of work positively. Therefore, individuals should focus on acquiring these skills for having better success in life. 
[bookmark: _Toc142404468]Conclusion 
This study was all about understanding the importance of certain skills and competencies. And in this regard, the importance of one of the very important interpersonal skills of an individual which is the time management skills has been evaluated along with the importance of the same for the professional and personal development of an individual. Therefore, it has been understood through this study that a person with time management skills becomes capable of utilising their time in the best way for enhancing the entire effectiveness of work. Other than that, it has also been understood that time management skills are important for having better stress management, better work-life balance, organising activities and more, which can help an individual reach their personal and professional goals. 
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