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Goal Setting and Time Management Summary
1. Personal mission statement
To use my values to achieve my academic goals and inspire others to achieve more incredible things in life.
2. a. Long-term academic goals
My long-term academic goals include staying focused and thinking positive, managing time, maintaining good study habits, and striving for excellence. 
b. Short-term academic goals
My short-term educational objectives are: To attain top grade in this semester exam, finding time to relax, creating a connection with mentors, developing a morning routine, and reading three books every month.
c.  Plan for monitoring progress
The monitoring progress will involve revisiting the set goals and making updates based on concrete evidence. Also, I would reflect on what is working and decide whether to further the progress to the goals. Finally, updating the plans to achieve success.
3. Relationship between my values and goals
Some of my values are commitment, courage, consistency, self-discipline, and a sense of accomplishment. These personal values will help me to achieve both the long-term and short-term goals. For example, the value of commitment will enable me to be fully committed to the plans. 
4. a. Time-management tools
Time-management tools are the tools that help individuals, businesses, or organizations to manage time better. Examples of time management tools are specialized time management applications, calendars, note-taking software, and time tracker (Safonov et al., 2017). 
b. Advantages of time-management tools
These tools play a vital role in managing deliverables with focus, tackling deadlines, and making the best available resources. Some of the benefits of time management tools are: They allow an individual to concentrate on the task, reduce stress, test productivity, gain confidence, reduce hesitation and create free time (Alvarez Sainz et al., 2019).
c. Disadvantages of time-management tools
Some of the disadvantages of these tools are that they make human life mechanical. Humans tend to depend on the tools to plan to organize how they will achieve their goals. Another disadvantage is that it might take longer to create plans (Alvarez Sainz et al., 2019). For instance, creating a plan for activities to do at every moment will consume a lot of time.
5. Role of planning tools to academic situations
Planning tools have a significant impact on academic situations. First, they provide educational institutions with guidelines for activities (Agrawal & Mukti, 2020). For instance, they push students and tutors towards achieving the expected results. The planning tools help to improve the proper use of resources by ensuring proper allocation. Also, they motivate and provide the commitment to individuals as they work according to the plan (Agrawal & Mukti, 2020). Additionally, they allow flexibility as they can be revisited to make some amendments. Finally, they help to set performance standards for academic institutions.
6. Strategies for avoiding time-management pitfalls
Some of the strategies that I would recommend to avoid time-management pitfalls are setting realistic and achievable goals, making wise priorities, being organized, eliminating unnecessary tasks, and setting time limits to accomplish tasks (Carchman, 2019). 
7. Effective time management strategies
Time management strategies include the following: setting achievable and measurable goals, setting a specific time limit to accomplish each task, being organized, taking a break between activities, prioritizing activities wisely, planning, and removing non-essential tasks from the plan (Carchman, 2019).
8. Importance of prioritizing activities
Prioritizing activities enables an individual to provide good quality work. An individual tends to focus on the most critical activities. Essential activities are the highest priority; thus, the individual gives complete focus and attention to them. It ensures that the quality of the work is high. Also, prioritizing activities ensure that an individual allocates enough time to complete the task and make necessary amendments to become more productive and save time (Esnaashary Esfahani et al., 2020). Therefore, it gives the person time to relax and have enough energy for other work. 
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