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In today’s fast-paced world, time is one of the most 
valuable resources we have. Unlike money or material 
possessions, time cannot be saved for later or recovered once 
it is gone. Every person has the same 24 hours in a day, yet 
some people seem to accomplish their goals with less stress 
while others constantly feel rushed and overwhelmed. The 
difference is often not the amount of time available, but how 
effectively that time is managed. 
What is Time Management? 

Time management refers to the ability to plan, 
organize, and use available time effectively to accomplish 
important tasks and goals. It involves deciding what needs to 
be done, determining priorities, allocating sufficient time, 
and avoiding unnecessary activities. 

Time management does not mean filling every 
minute of the day with work. Instead, it means using time 
intentionally so that there is a healthy balance between work, 
study, family, relationships, leisure, and rest. 
Why Has Time Management Become So Important? 

Modern life is full of distractions. Smartphones, 
social media, entertainment platforms, constant 
notifications, and multiple responsibilities can easily take 
away hours without us realizing it. A student may sit down to 
study for an examination but spend 20 minutes checking 
messages, another 30 minutes scrolling through social media, 
and then struggle to concentrate. 

Poor time management can lead to procrastination, 
stress, missed deadlines, poor academic performance, sleep 
problems, and feelings of guilt. In contrast, effective time 
management can help people feel more organized and 
confident and can create more time for activities they enjoy. 
Time Management Begins with Priorities 

One of the most important principles of time 
management is understanding that not everything is equally 
important. People often become busy without actually being 
productive. A useful approach is to divide tasks according to 
two questions: 
Is this task important? Is it urgent? 

For example, preparing for tomorrow's examination 
may be both important and urgent. Completing a long-term 
project may be important but not immediately urgent. 

Checking social media may feel urgent because notifications 
appear instantly, but it may not actually be important. 

This is the basic idea behind the Eisenhower Matrix, 
which encourages people to distinguish between tasks that 
are important, urgent, both, or neither.  
The Problem of Procrastination 

One of the biggest enemies of effective time 
management is procrastination—the habit of unnecessarily 
delaying a task even when we know it needs to be completed. 

Students often say, “I will start tomorrow,” or “I have 
plenty of time.” However, postponing a small task repeatedly 
can eventually create a large amount of pressure. 

A simple way to overcome procrastination is to break 
a large task into smaller steps. Instead of saying, “I have to 
study the entire chapter,” a student can begin with “I will 
read five pages in the next 25 minutes.” Starting becomes 
easier when the task feels manageable. 
The Power of Planning 

Good time management begins before the work 
actually starts. A daily or weekly plan can help individuals see 
what needs to be accomplished. 
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A student might begin the day by identifying three 
important tasks: 

• Complete an assignment 
• Study one chapter 
• Attend a class 

After the important tasks are identified, other 
activities can be fitted around them. This prevents the day 
from being controlled entirely by unexpected demands. 

However, a good timetable should also be realistic. 
Planning every minute of the day can create frustration when 
something unexpected happens. Leaving some flexible time 
is therefore important. 
Technology: A Friend or a Distraction? 

Technology has made time management easier in 
many ways. Digital calendars, reminders, task-management 
applications, online notes, and productivity tools can help 
people organize their responsibilities. 

At the same time, technology can become one of the 
biggest sources of wasted time. Social media and 
entertainment applications are designed to keep users 
engaged. A quick five-minute break can easily become an 
hour. 

One useful strategy is to turn off unnecessary 
notifications and create specific periods for checking social 
media. During study or work, keeping the phone away from 
immediate reach can also reduce interruptions. 
The 25-Minute Rule 

Another popular strategy is the Pomodoro 
Technique, in which a person works with focused attention 
for approximately 25 minutes followed by a short break. After 
several cycles, a longer break can be taken. 

The underlying idea is simple: rather than expecting 
ourselves to concentrate for several hours continuously, we 
divide the work into short periods of focused effort. 
For example: 

25 minutes – Study → 5 minutes – Break → 25 
minutes – Study → 5 minutes – Break 

This technique can be particularly useful for 
students who find long study sessions difficult. 
Learning to Say “No” 

Effective time management also requires knowing 
when to say “no.” People sometimes accept too many 

responsibilities because they do not want to disappoint 
others. Eventually, however, excessive commitments can 
leave little time for important personal goals. 

Saying no to an unnecessary activity does not mean 
being selfish. It means protecting time for responsibilities 
and priorities that matter. 
Time Management Is Also About Rest 

A common misunderstanding is that good time 
management means working continuously. In reality, rest is 
part of productivity. 

Adequate sleep, physical activity, meals, relaxation, 
hobbies, and time with family and friends help maintain 
physical and psychological well-being. When people 
constantly sacrifice sleep and recovery to complete more 
tasks, their concentration and efficiency may eventually 
decline. 

Therefore, the goal should not be to do more and 
more, but to use time wisely while maintaining balance. 
Small Changes Can Make a Big Difference 

Time management does not require completely 
changing one's lifestyle overnight. Small habits can gradually 
make a significant difference. Preparing tomorrow's tasks 
before going to bed, setting deadlines, reducing unnecessary 
screen time, keeping study materials organized, and 
completing important tasks before less important ones can 
all improve daily productivity. 

Perhaps the most important lesson is that time 
management is not about managing time itself—it is about 
managing our choices, attention, priorities, and habits. 
Conclusion 

Every day gives us the same 24 hours, but what we 
do with those hours shapes our learning, relationships, work, 
health, and personal growth. Effective time management 
helps us move from constantly “being busy” to actually being 
productive. 

The goal is not to control every minute of life. It is 
to make conscious choices about what deserves our time and 
attention. When we learn to prioritize, plan, avoid 
unnecessary distractions, overcome procrastination, and 
make space for rest, time becomes less of a source of stress 
and more of a resource for achieving our goals. 

“Time is not something we can manage; it is how we 
manage ourselves within time that makes the difference.”      
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