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1. INTRODUCTION
In this report my aim is give an idea, with specific methods, to the readers for how to manage their time in the best way. Is very important follow all the points of this report, because it will help to find the right one to apply for your company, or for yourself. It will help to be tidier with the organisation overall!

2. DEFINE THE COMPLEX PROBLEM WITH SCOPE AND IMPACT

Time management is the planning of activities in specific time. Is very important have a good time management because it will help to you to focus on your work better and work smarter. There are numerous benefits that a good time management can give to you. For example, you will be more efficient with your work and be less stressed. A poor time management plan, instead, can bring a lot of issues, for example you can miss your works deadlines, the quality of your services could be poor even because you are stressed. The disorganization on time managing could have a bad effect on your professional career! (team, 2020)

Let’s make some examples of efficient and inefficient time management: 

Tom is full time student in TSD University, he is also a part time worker. In 7 days, he has to spent 2 days in the Uni and 3 days in his workplace. In his 2 free days he can study, make ready for his exams, or hangout with his friends. His aim is getting the degree and start his own business. In this way he is able to focus on both things in same way.

Leo is full time student in TSD University, and full-time worker. In 7 days, he has to spent 2 days in the Uni and 5 days in his workplace. He doesn’t have any free day; he is focusing to finish his University and start the business. 

Where are the differences between Tom and Leo? Tom is able to manage everything quietly, instead Leo has to work even he is stressed, without any off days; this is really a bad approach, because in this way, he could fail his year. 

This is a long-term time management example that I made. There is also daily time management, that normally we define as a daily routine and is very important to manage your daily activities.

2.1. COMPLEX PROBLEM EXAMPLE 

For this report I would like to take a time management issue as an example for focus and give the answers in base of this hazard that I will write below. 

‘Wasabi Sushi & Bento’ is one food company situated in Hanger Lane. In the last two months picker and delivery teams finished their works late and they were very angry with the company, because from there point of view the time management and internal organization is very bad, and for this reason they had to do a lot of overtime.
Pickers and delivery teams working hours is from 9:30 to 19:30, but just because the other department need more time to make ready the items and give to the picking area, they has to waste a lot of his working time, just because they needs to wait. The consequence is: when the product come in the picking area is already too late, and they have to do extra hours just for complete their works. 



3. ANALYSIS OF TIME MANAGEMENT 

For manage better your time, you should analyse how you spent your time for activities and avoid doing something that is less important. Normally you can ask to yourself 4 questions: 

1) Are you doing any work that you shouldn’t do?

First of all, if you notice there are works that is less important and is not aligned with your goals, you have to avoid it. 

2) Are some activities taking long time? 

If there are tasks that required long time to complete, you should try a different method to do it in less time. 

3) Do you have overload of work to do? 

Sometimes you are not able to complete your task even because you have a lot of staffs to do, so a wise choice should be do some changes in your duties. 

4) Where are you wasting your time? 

Many times, we are used to waste our time just using social media etc. We should be honest with our self and try to spend less time on those less important things. (placed, 2019)


4. DECISION MAKING TOOLS AND TECHNIQUE TO IDENTIFY THE SOLUTION

There are different type of tools and techniques to manage your time, but let’s take the example of the complex problem (2.1.) and let’s analyse with the fishbone method. 

Fishbone is a diagram used for finding the cause and the effects of any problem. It is, also called Ishikawa diagram, and it is one of the most important tools used in a root cause analysis. There are many advantages that this diagram give to us: it helps for the brainstorming discussion, and it helps to us to thinking pattern that can lead to getting stuck. There are anyway different methods of fishbones, and we will use the model that is called 4p.
TIME MANAGEMENT

	PROCEDURE:
TO MANY OVERWORKS AND OVERTIMES FOR PICKER AND DELIVERY TEAM
	PLACE:
FOOD FACTORY




 
	POLICIES:
DISORGANISATION OF THE WORK IN THE COMPANY, AND BAD TIME MANAGEMENT
	PEOPLE:
OFTEN PEOPLE MADE MISTAKES DUE TO THE TIME MANAGEMENT







MAIN PROBLEM: Picker and delivery teams has to do a lot of OVERTIME, because of the disorganisation: people of other department are not able to make ready the products that he has to pick and give to the delivery department. 

PLACE: food factory 

PROCEDURE: This company has 5 departments: 1) high risk and quality control department 2) kitchen/production department 3) packeting department 4) picking department 5) delivery department. 

First of all, managers order the items after receiving the lists of need from the shops, and they send it to the departments. Normally the lists they receive at 9:30, and here is the problem, because it’s too late to organize and send the order to the shops in time. The delivery of the shops starts from 11:00, so until 1h 30 minutes, pickers team must be able to send the items to the delivery drivers, and often is impossible due to many problems: for example, if the order is too big, is not possibly make ready everything before that time, and the consequence of this is: sometimes the packeting team and delivery team need to wait as long as other departments don’t make everything ready. The problem that picking team members are facing is, for the last delivery’s shop, they have to wait even after 19:30.

POLICIES: Disorganisation, managers should organise better the work, and in this way, they can improve the timing. 

PEOPLE: Often people miss items or make mistakes because of the pressure that they need to handle for send the items to the shops. People are not anymore able to work overtime for management fault!

5. SUGGESTION/PROPOSED SOLUTION

SOLUTION A) The company should talk with the shops and get the papers of the orders at least 12 hours before of the first delivery. In this way all the departments could focus easily to the preparation of the orders. A part of the picking and delivery team, all the other departments should start their shift earlier, and in this way once the picking team come to work, will have ready all the items they need, and they would be able to send to the delivery team.  

SOLUTION B) The company should divide the picking team in more shift, so in this way nobody will complain about overtimes. But we have to think about the extra money that the company have to spent just for receiving the order late (they have to add more people). 

From my point of view both could be a good solution, but I think the first one could be the best for the company as well, because they wouldn’t need to add people for other shifts. But the second solution could be great if the shops are not able to send the next day’s orders. In this case, though, should add some people. 

6. IMPLEMENTATION PLAN OF THE SOLUTION

For the implementation of the plan, we should use the ADKAR method.

Is a method to change the management style and reach the goals by individual people or organizations. In this model we have to answer to 5 points, such are: awareness of why you want to change desire to support the changes, knowledge of how to change, ability required for adapt to the changes and at the end there is the reinforcement to make the change stick. (proshi.com, n.d.)


AWARENESS: In this company the organisation has to be changed, due of too many overtimes by the pickers and delivery team. Too many overtimes push people there to be inefficient and made many mistakes. 

DESIRE: Knowing the time when people can finish their work, is good because they can focus on their work, they don’t need any more to wait. So, the aim is having a good organisation and avoid giving overtimes and overwork to delivery and picking teams.

KNOWLEDGE: The main problem, in this case, is by the management team, so they have to learn how to manage better a company. In this case they have to change the shifts, and add people, or manage with the shops, so they could continue with the present team, because the order they will receive earlier. 

ABILITY: Have a good organisation, communication and time management could be good skills to do the job well and be also able to finish in time. 

REINFORCEMENT: After this they have to track the changes and take notes for what is improved and what they still need to improve.

7. COMMUNICATION PLAN OF THE SOLUTION

	STAKEHOLDERS
	COMMUNICATION MEDIUM
	TIMEFRAME (IMMEDIATE/DAILY/WEEKLY/MONTHLY)

	
	F2F
	TELEPHONE
	HUDDLE
	LETTER
	EMAIL
	

	EMPLOYEES
	X
	X
	X
	X
	X
	IMMEDIATE

	CUSTOMERS
	
	X
	
	
	X
	DAILY

	MANAGERS
	X
	X
	X
	
	X
	DAILY

	SUPPLIERS
	X
	X
	
	
	X
	DAILY

	THIRD PIRTY IT ORGANISATION
	
	X
	
	
	X
	WEEKLY



8.  MONITORING AND REVIEW TECHNIQUES

After reviewing the concepts, we can take the solution A, as the best one. Because after analysing it, we can see that the solution A can give many advantages rather than the solution B. So, what the management team have to do, is speed up the communication with the shops and start to take the orders as soon as possible, in our case I said, will be good for everybody have the order list at least 12 hours before the morning shifts, so in that way Pickers and Delivery teams can do everything without wasting time on waiting for items (picker team), and pallets (delivery team). 

9. CONCLUSION

From this report we learned how important is knowing to manage the times. We learned the bad effects we could face if we manage our time in the wrong way. We focused on few methods that can be useful to be more efficient with the decision. 
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