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[bookmark: _Toc120734331]Introduction 

 This report mainly discusses how time could be managed the best way. Time management is one of the most important skills in a successful life. Rose Leadem (2018) has collected the most famous quotes about time and the one that best fits with the report’s saying is “We think, mistakenly, that success is the result of the amount of time we put in at work, instead of the quality of time we put in.” - Arianna Huffington. As Arianna said as well, not the time’s quantity which has been spent that matters but the quality of it. The report discusses a strategy from a book (Cottrell, 2019, pp.127-133) and has a summary of the book’s sixth chapter. This chapter is about student time management, and it shows some ideas from the chapter about how to use time efficiently. Furthermore, the report has a discussion on the Eisenhower matrix, which is a useful technique for time prioritization. 
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 This chapter is teaching how to use time wisely. It talks about why is important to manage time effectively to be good at studying. It helps to find out how much time will be needed for different tasks. Also, it helps to realize how time has been spent now and how should it be spent to be more successful in studying in the future. It also helps to understand how to use time management skills to get the best and the most out of the time. Furthermore, it gives some strategies, methods, and perspectives that will help to analyse how time has been spent at the moment and make a decision on how it can be used differently, how to coordinate the time to be sure it is used right, and last but not least, it teaches how to save time for what is really wanted to be done. 
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 One of strategies in the book is the ten steps method that helps you to use your effectively. The first step is to be systematic with the time. It means to have to think through all the things that has to be done and organize them. More specifically, need to prioritize the tasks and systematically plan how to use the time, and how can it be used more beneficially so that each task takes as little time as possible. The second step is to work out how much time will be needed to study. There is a basic requirement or idea of how much time a task takes, but this can vary from student to student. Everybody needs to take into account their own abilities and their existing knowledge of the subject/task and estimate how much time they need. This helps to not to follow a pattern but to plan our time effectively. The third step is to assess how to use the time now. Need to look at how much time is being thought to be used on each thing and how much it actually is. Need to consider everything here, such as traveling, sleeping, eating, social media, socializing, etc. The fourth step is to decide what is wanted/needed to be spent time on. After this have to be ranked what are the most important of them and set up an order of importance, this is the fifth step as well. 
 The sixth step is after all this is done; the time schedule has to be planned properly. One of the best strategies is to plan backward from the deadlines. The seventh step is to actually do what has been worked out.  Always keep the plan somewhere where it is easy to look up, also, consider what might interrupt the implementation of the plan. The eighth step is to try more tools of time management so everyone can choose which works best for them or even, time by time is worth changing the technique depending on the situation. The ninth step is to learn to filter out all distractions (typically social media but it could be anything else). Do everything to close out the interruptions and do what can be done to avoid procrastination. The tenth and final step is to follow up on the implementation of the plan. If there is a deviation from the plan, there are two options; one is to redesign the plan or develop a new strategy to stick to the plan and be more committed to it.  
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 This part of the report is based on the Indeed’s article which was published in 2022. The Eisenhower matrix gets its name after Dwight D. Eisenhower who was one of the presidents of the USA and earlier served in the military. He created the matrix system after his own decision-making thoughts. It is an excellent technique for managing time effectively in everyday life, both at work and in personal life. It helps to prioritize every type of task based on its importance and urgency.   
 Basically, the matrix has four categories: urgent and important, not urgent but important, urgent but not important, and not urgent and not important. The quarters of the matrix can have the following names as well: do, decide, delegate, and delete. 
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 The first category means these tasks need to be done by you as soon as possible. For example, those tasks which have close deadlines or those tasks which belong to other tasks and without them cannot be done the related tasks. The second category means these tasks have to be done by you but can be done it later. This quarter may be the most important. If these works have already been done before it becomes urgent, it can reduce the number of exercises in the first quarter. It is also called proactivity and it saves time, energy, and stress which is important in the long-term period. The third category means these need to be done as soon as possible as well but can be done by someone else. Most people try to solve everything by themselves because they think that is the fastest and the easiest solution. Meanwhile, in reality, most of these tasks can be easily done by others, especially the easy and routine exercises.  Finally, the fourth category means these tasks can be completely deleted. These things could be using social media during work or chatting too much with colleagues. However, it could be some routine tasks that have been done instead of someone who did not do it right but after a while, that person has been replaced so the tasks can be done by the new member. 
 If it is unsure where an activity belongs, the following questions can help you decide: 
· What are the consequences of not doing the task? (How important/urgent is the task)?
· What is the optimal and the final date for the completion of the task? (How urgent it is?)
· Surely, am I the only one who can do it, or can someone else do it? (Can it be delegated?)
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Conclusion 

 The are many ways and strategies to manage time the most efficiently. Everyone has to decide by themselves which works the best for them. Following the ten steps is easy and very practical for students. Although, it can be a good start for someone who has just started to organise their time because it easily can be applied and followed. The Eisenhower matrix could be a little bit more complicated at first look but once it has been understood and started to be used, it could make life much easier. Constantly working on the tasks in the second category helps to maintain effective and efficient work in the long term. Meanwhile, the first category helps to deal with unexpected, sudden situations or dealing with things that have been neglected or forgotten.
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