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Time management is the strategy of planning out a person's available time and controlling the amount of time he/she spends on specific tasks to work more efficiently. Effective time management comes easier to some people than to others, but people can develop their habits to improve their time management skills. Without strong time management, no one can work effectively, and wellbeing can suffer, and it can lead to Producing inferior quality work, missing deadlines, increasing stress levels, Ruining work life balance, Harming professional reputation. It is a process of planning and exercising conscious control of time spent on specific activities, efficiency, and productivity. Time management is also involving a juggling act of various demands upon a person relating to work, social life, family, hobbies, personal interests, and commitments with the finiteness of time. Time management may be aided by a range of skills, tools, and techniques used to manage time when accomplishing specific tasks, projects, and goals complying with a due date. Initially, time management referred to just business or work activities, but eventually, the term broadened to include personal activities as well.
Time management is very necessity in any project management as it determines the project completion time and scope. It is also important to understand that both technical and structural differences in time management exist due to variations in cultural concepts of time. The major themes arising from the literature on time management include the following: Creating an environment conducive to effectiveness (in terms of cost-benefit quality of results, and time to complete tasks or project). Setting of priorities, the related process of reduction of time spent on non-priorities and implementation of goals.
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Time management is important because it helps a person to control their workday so they can build their business/organization without compromising their work-life balance. Here are seven benefits of proper time management:

Improve Performance
When a person earns to block time out of their day for all their important tasks, they will have a better idea of everything they need to accomplish and how long each task should take. When a person has a schedule to follow, they will find that they spend less time deciding what to work on or procrastinating and more time getting down to important work. Time management can help a person focusing on just the essential tasks ahead and avoid time-consuming distractions.

Produce Better Work
When people constantly racing to meet any deadline, they can put more effort and thought into their work. The quality of your work increases when you are not rushing to complete it ahead of a fast-approaching deadline. It helps people to prioritize their tasks so that they can ensure to have enough time available to complete every project.

Deliver Work on Time
If a person can manage their time properly it involves assigning every task on the list to a specific block of time. Many people use time management to allow themselves several days to complete a project or finish it ahead of the due date to provide a buffer for any challenges that might arise.





Reduce Stress
It is easy to become anxious when you have a full list of tasks to accomplish both for work and in your personal life. Suitable time management can help you prioritize your to-do list and set aside the time needed for your most important tasks, so you know exactly what you need to do and how much time you have available to complete everything. Prioritizing your tasks and giving yourself enough time to accomplish them can help reduce your stress levels.

Improved Career Opportunities
Time management can help you become a more reliable employee who always submits high-quality work by your due dates. This in turn will make you more valuable as a worker and improve your professional reputation, which can help you find new opportunities to expand your career.

Boost Your Confidence
When you manage your time properly and successfully meet your deadlines, you will feel a sense of accomplishment and confidence in your abilities. Consistently finishing your daily to-do list is a huge motivator that can drive people to further improve their time management skills and take on new work opportunities.

Become More Efficient
When you understand how to manage your time effectively, you will become more focused at work which allows you to accomplish more with less time available. For example, instead of trying to work on a big project when you have fifteen minutes free before a meeting, you can accomplish a few small tasks in that time and save the bigger tasks that require more brain power for when you have a large block of time free. You will be able to work more efficiently to achieve more with less time.



[bookmark: _Toc1815592364][bookmark: _Toc1571877687][bookmark: _Toc327276584][bookmark: _Toc1570756575][bookmark: _Toc1506525239]How to improve management skills?

Working on your time management skills can help you be a better employee and strong candidate when you apply for new opportunities. Here are a few ways you can improve your time management skills:

1. Set short and long-term goals
Practicing regular goal setting can help you clearly understand exactly what you need to accomplish to achieve certain results. To hit larger, long-term goals, identify smaller milestone goals along the way. For example, if you have a goal to be promoted within six months, you might need to set smaller goals to improve on certain skills. Your goals should be specific, measurable, achievable, relevant, and time-based. For more on setting goals, visit SMART Goals: Definition and Examples.

2. Manage your calendar
Setting time aside to complete the most important tasks on your list is important for managing your time. You might consider blocking off certain brackets of time on your calendar on a regular basis, so you are guaranteed to have time in your schedule without distractions or meetings. You should also consider whether attending certain meetings is beneficial. If you feel you will not add value or contribute in any certain way, you should feel empowered to decline certain meetings. If you do this, use discretion and be polite–you might consider sending the meeting owner an email letting them know why you have declined.






3. Prioritize your assignments
Prioritization is a difficult skill but gets easier with practice. You can practice prioritization by making to-do lists. Writing or typing out everything you need to get done can help you physically prioritize the tasks that are most urgent or easy to get out of the way. If you need help, you might consider asking your manager or a colleague who is good at prioritizing how they would complete work. Understanding due dates and how the task affects others and business goals can help you to get certain things done ahead of others. If you are still unable to meet the due date, you might be able to ask for a deadline extension on a task.
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CV stands for curriculum vitae. It is a marketing document that gives a summary of a job seekers career history, academic qualifications and explains their future potential. Indeed, the phrase ‘curriculum vitae’ is Latin for ‘the story of your life.’ It is also known as a resume, although this term is more commonly used in America.
The aim of a completed CV is to impress recruiters and is sent as an application to jobs adverts or as a speculative approach to prospective companies.
CV is valuable document and important because it is a first and only direct communication with a potential employer. Presentation is key. This is the reason alone it should be carefully thought out, designed, and written so that it makes an immediate positive impact on key decision makers. When a reader looks at the resume employers should be able to quickly gain a clear indication of applicant's experiences and potential. Bear in mind that the person reading it will never have met applicant, so it needs to grammatically error free and focused, as it will be seen as a reflection of applicant as a person.
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CVs should never be completely formulaic, but there are a few things one should always contain:
1. Personal details:
This is a very most essential information should be included in CV.
Here applicants need to include their name, email, contact phone number and address. Make sure these are clearly presented at the top of the CV.

2. Personal statement
As it is the first thing that is shown on a CV, a personal statement is an important part of standing out from the crowd. It explains who you are, what you are offering, and what you are looking for. Aim to prove why you are suitable in one short and succinct paragraph.

3. Work experience:
This section must need to include all the work-related experience, listed with the most recent first. Include job title, the name of the organisation, time in post, and all the key responsibilities.
4. Achievements:
This is a wonderful opportunity to show how the previous experience has given you the skills needed to make you a suitable candidate. List all at relevant skills and achievements and make it clear how it would apply with the new role.

5. Education:
In this section, all the educational experience and achievements should be listed here, along with dates, the type of qualification and/or the grade achieved – although the specific parts of education that include in CV will depend on individual situation.


6. Hobbies and interests:
It's not always mandatory to include hobbies and interests in your CV but mentioning relevant ones could back up the skills and helps to stand out from the crowd. Applicant just not say that enjoy socialising with friends just for the sake of including something. If it is not going to add value, leave it out.
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Summarization is the act of summarizing. Some of the synonyms of summarization are abstract, the breviary, brief, capsule, conspectus, encapsulation, etc. Summarization is used to express the essential facts or ideas of a long paragraph in a short form. Many of us might have seen the small paragraph that is behind every storybook, that is the summary of the whole book.
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Summarizing can be done by following steps 1-5 given in the below. To summarize spoken material – a speech, a meeting, or a presentation-
1. Get a General Idea of the Original
At first read the text that you want to summarize to get a general impression of its content. For a better summarizing people needs to have a clear idea about the whole topic. Pay particular attention to the title, introduction, conclusion, and the headings and subheadings.

2. Check Understanding
Secondly needs to build comprehension of the text by reading it again more carefully. It is important to check the initial interpretation of the content was correct.




3. Make Notes
In this step need to take notes on what was the reading or listening to. Summarizer can use bullet points and introduce each bullet with a key word or idea. Write down only one point or idea for each bullet. Make sure all the notes are concise, well-organized, and include only the points that really matter.
4. Write Summary
The most acceptable for summaries are- bullet points or numbered lists- for example, on presentation slides, in the minutes of a meeting, or in Key Points sections like the one at the end of this article. Bulleted notes that you took in step 3 not the only things to make a summary. It needs editing or "polishing" if it is need to other people to understand them. when summarizing speech, do it so as soon as possible after the event, while it is still fresh in the mind.
5. Check Work
This is ultimate step of summarizing. It should be a brief but informative outline of the original. Need to check that it expressed all the most important points. Need to check all the important and relevant information covered or not.
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Improving time management skills will help me be a better worker and will allow me to focus fully as I go during the day. I can be a better time manager by being organized, setting goals, and prioritizing my to-do list.
As I want to be a Human Resources Manager, I must be able to summarise any kind of information and then need to pass it to other employees of the organization. I need to give as much information about new policy and any changes in business or industry to employee. So, the information that I give them make a good summary so that it will help to make them understand the whole things in a brief time.
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