Time Management
The Modern Manager’s Key to Success

Time management is of great importance to your
personal life and career success. It teaches you how
to manage your time effectively and make the most of
it.

Here are a few of the reasons why it is so important,
and how it can help you use and manage your time
more advantageously:

1. Time is a special resource that you cannot store or
save for later use. Everyone has the exact same
amount of time each day. Time not well used cannot
be retrieved.

2. Most people feel like they have too much to do and
not enough time. They blame lack of time for their
poor finances, unachieved goals, stress, bad
relationships and not exercising their body. Wise time
management can help you find the time for what you
desire to do or need to do.

3. You need time to get what you want out of life.
Waiting for more free time to appear is losing the
game of life. Through time management you can
‘create” the time you need, and not just wait for it to
come. By planning your time wisely, you will have
more time to do more things.

4. Time management will help you set up your
priorities.

5. Time is limited to 24 hours a day, so plan your life
wisely.

6. Time management helps you make conscious
choices, so you can spend more of your time doing
things that are important and valuable to you.

7. You can learn to find the time for the things that are
important to you. Even a small amount of time once a
day, or even once a week, will take you closer to your
goals, and you will be surprised at the progress you
make.

8. You become more productive using improved time
management skills and tools, and can accomplish
more with less effort and time. Time management can
help you reduce wasted time and energy, help you
become more creative and productive, and enable
you to do the right thing at the right time. This will of
course lead to more balance and fulfillment in your
life.

9. Life today presents so many distractions that it is
so easy to lose time on unimportant activities. Ask
yourself, is watching this or that TV program, reading
this or that gossip or participating in a certain activity
is going to add anything to your life. Is the time spent
on a particular activity well spent, or is just a waste of
time and energy?

10. Life puts in front of everyone so many choices
each day, and the question is, do you follow what
appears on your way, or do you consciously choose
what you want to do? Do you allow external
distractions deter you from your goal, or do you use
willpower and self discipline to walk toward your goal
in a straight line, without wasting time and energy?

11. Some inner detachment and inner peace is of
great help in managing your time effectively. If you
avoid expending too much emotional and mental
energy on what people say and think about you, and
if you stay calm in spite of distractions or difficulties,
you can save a lot of time and energy, which you can
spend on better and more rewarding activities.

There are may things you can do and tools to use to
manage your time effectively. There is a lot of time
wasted each day, which can be put to better uses.
There are changes you can make to effectively
increase the time you have at your disposal every
day.

Thinking, planning, finding out how others manage
their time, and reading books and articles on time
management, will develop these skills and give you
good ideas.




TIME MANAGEMENT
- through the Ages

e First generation: reminders based
on clocks and watches, but with
computer implementation possible;
can be used to alert a person when
a task is to be done.

e Second _generation: planning and THE ART OF MANAGING

preparation based on calendar and

appointment  books; includes PRODUCTIVITY &
setting goals. EFFICIENCY
e Third generation: planning,

prioritizing, controlling (using a
personal organizer, other paper-
based objects, or computer or PDA-
based systems) activities on a daily
basis. This approach implies
spending some time in clarifying
values and priorities.

e Fourth generation: being efficient
and proactive using any of the
above tools; places goals and roles
as the controlling element of the
system and favors importance over

urgency.
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