Running head: GOAL SETTING AND TIME MANAGEMENT                                                  1

GOAL SETTING AND TIME MANAGEMENT                                                                          5







Goal Setting and Time Management
Student’s Name
Institutional Affiliation














Personal Mission Statement
Every single day presents an equal number of hours to all. Moreover, success is determined by effective time management as well as goal setting. In my academic journey, I have realized that time is a key factor. The control of time enables one to set and pursue a goal with a focus (Ketonen, 2017).
Long and Short-term academic goals.
Successful educational progress involves choosing viable long-term and short-term goals. To excel in my academics, I came up with both short and long-term goals. In my short-term goals, I spelled out the specific grades that I wanted to achieve in the first-semester exam of my course study. Further, I also drafted a long-term goal of attaining a degree certificate with first-class honors. Besides the set goals, I developed a plan to monitor the progress. In the program, I first checked on the clarity of my expectations. I got compelled to raise my expectations by effectively account for every time spent. Secondly, I incorporated formative and summative evaluations to help check my progress. 
Relationship between values and goals.
My values limited the direction of my educational goals. In my academic journey, I considered personal values as ethics or doctrines that guided my priority. As such, I effectively utilized my time by restraining myself from more hindrances.  For instance, the personal values helped me develop a strong focus through proper time, thus pursuing the set academic goals.
Time Management Tools.
Effective time management is associated with several time management tools. Such tools include Scoro, ActiveCollab, ProofHub, Clarizen, among others (Riazi et al., 2020). The tools above are versatile time management tools that make it easier for effective planning. Nonetheless, the tools are also present several advantages as well as disadvantages.
The tools present more advantages. For example, time management tools help in decreasing procrastination. Again, such tools boost self-confidence through proper planning. More importantly, time management tools increase productivity.
Conversely, time management tools have certain shortcomings. For instance, the tools compel one to do many tasks at a time. Similarly, an individual finds it difficult to say no to any of the functions, thus resulting in fatigue.
Application of planning tools to academic situations.
In academic situations, planning tools have got certain implications. First, the devices enable one to concentrate and devote time to more important things that translate to achieving the set goals and objectives (Adams & Blair, 2019). A student thus effectively uses the tools in addressing the most problematic areas, thereby resulting in better performance.
Recommendations on Strategic time management.
To properly manage time and avoid time management pitfalls, I would recommend the following measures. First, it is prudent for one to prioritize to manage time effectively. One needs to identify where to begin when faced with a myriad of tasks. Also, one should schedule time on the calendar for the designated tasks. Setting time encourages one to start any activity, thus avoiding procrastination (Adams & Blair,2019). Finally, I would recommend the inclusion of breaks. Breaks enable one to recharge and hence work with a purpose instead of working to work.


Effective time Management strategies.
Effective time management entails various strategies. Such strategies include starting a day with a clear focus. As Adams & Blair (2019) argue, clear focus propels an individual to accomplish a task at a stipulated timeframe. Minimization of interruptions by doing important tasks also results in effective time management. One also effectively utilizes the time by avoiding multitasking. Technically, multitasking limits one from having a clear focus. Lastly, avoidance of procrastination helps one stay focused.
Importance of prioritizing activities
Prioritization helps in making one focus, gain confidence and become more effective at work. Setting a priority in handling various tasks helps one control time and eventually meet the important deadlines (Kutbi & Alomar, 2017). As such, prioritization transforms how one works. Knowing the daily priorities makes one stay focused, thus reducing stress at work and improving productivity.
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