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1.0 Executive Summary

In this report I will outline the academic skill of time management and how it has influenced me in the present and future of my journey of becoming a construction professional. I will outline how it has affected my workplace and how I have improved, as well as the demand for it. I will also state any techniques I use to manage my time and overcome procrastination.











2.0 Findings


2.1 The use of good time management skills in a work environment is critical in many aspects. If good time management skills are not demonstrated it could affect not only your own work, but everyone else’s work load and cause a domino effect of issues for yourself and the company. Working smarter, not harder is the essential goal of time management, this is the practice of organising and consciously controlling the amount of time spent on each task that you receive. It is possible to boost efficiency and achieve a better work-life balance when you are in control of your time and where it is best spent. When successfully practicing time management in a workplace, it will allow you to better your performance and achieve your intended goals with less effort and more efficient methods and executions that you could build upon for future projects and consultancy. In my work experience there has always been a high level of time management skills expected as we deal with time specific tasks and projects each day, if one project is delayed because of our actions, many projects will then be delayed as a result of this, further costing money and time.

2.2 Within my journey on becoming a construction professional, I have had, and will continue to experience extensive focus on delivering work on time. Completing tasks and projects on time is a crucial factor in life and especially within the workplace, delays need to be kept to a minimum and there are deadlines to be met in all aspects. Within my study, I have experienced multitasking of a variety of projects that each have their own deadline to be met and penalties if they are not. Using my own initiative and efficiency skills developed in my work experience and past education, I have had no issue balancing the different projects and have had them ready to be submitted days before deadline. 

2.3 I have achieved this by allocating the deadline spots for the projects in an online calendar specifically for my work load in a traffic light colour system. I have outlined the more difficult tasks to be carried out first and highlighted them red, less time consuming work is outlined in amber and the small tasks are green. When completing a task I will mark as interim complete until it is signed off. If I receive new work I would prioritise the most important project first according to difficulty and deadline. I have reflected this exact process from my work experience and it works smoothly and faultlessly. I have also setup reminders of tasks so that I am always aware. In the workplace I have a plethora of tasks that I carry out but I always prioritise the more difficult tasks in deadline order unless there is an emergency task to take care of. If deadlines are not met in my workplace it creates a chain of problems for not only my department, but for other departments and contractors that we deal with, which makes time management a vital component of my work.









2.4 It is also very important when practicing good time management skills that you do not compromise on the work quality and the extent of it. This is another crucial factor as you could prioritise your projects to meet deadlines, but also compromise the quality and contents of your work which may not meet the expectations of your company or customers. An example of this in my workplace is our resurfacing projects that we carry out, a colleague had not chased up on road closures for our projects due to being unable to manage his work load, and therefore a chain of events began and made our projects unfeasible for the given dates as well as potentially losing our funding for the work.

2.5 The main advantage that I have witnessed and have received as a direct result of my time management in the workplace, is the result of more opportunities and career growth. Due to being able to adapt, prioritise and manage my work load I have been able to successfully acquire new skills in my role, as well as receive more work load with more responsibility. I have successfully managed to prioritise and complete my tasks and projects in four work days so that I can utilise a day in university to gain a qualification so that I can progress in my career within my company. If I struggled with time management, then this would not only affect my work performance, but could also cause stress in my personal life trying to juggle both work and education. I have earnt a good reputation in my workplace for task management and always deliver projects much before the deadline date so that me and my team can evaluate the projects and become more efficient, this also impacts cost as the longer we take to complete work, the more we could spend as well as my employers. 

2.6 It is essential to assign tasks and projects an accurate real life deadline and make any part of your team or customer aware if it is not realistic before taking on the task.  This is important as you will be working towards a deadline that you cannot reach realistically which will create a bad reputation for you and your team going forward and in turn lessen morale. Clarity of a project and applying relevant time management to each of its task as a team will also boost morale and ensure members understand their roles to complete the tasks and project on time. This will also help deter procrastination of your work load as setting a realistic timeline will force you to complete the work before the deadline instead of waiting till the day before, I have discovered that if I have been given a deadline of a few weeks for a job that I can physically do in a few days, I will notify or give myself a realistic deadline so that the pressure can motivate me to complete the task without getting distracted.


3.0 Conclusion

Throughout my various job roles and education there has always been a need for time management, repetition and good practice has made me very efficient, and has reinforced self confidence in me and my work, professionals can rely on me to carry out tasks and lead projects, repetition and experience has also taught me how to lower stress and pressure levels when faced with strict and close deadlines. I will continue to develop my time management skills and find more efficient ways, as well as reduce procrastination. 
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