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Effective Time Management in Performance
Time management is a crucial skill to have when balancing multiple tasks (Claessens, Roe and Rutte, 2008). Time management is “the self-controlled attempt to use time in a subjectively efficient way to achieve outcomes” (Koch and Kleinmann, 2002, p. 201). There is a phrase that is often used relating to time management – ‘work-life balance’. This phrase emphasises the idea that allocating time in the day to complete tasks will create a balance which could reduce stress levels and increase productivity (Greenhaus, J.H. & Allen, T.D., 2011). In a fast-paced sector, like the performing arts sector, where schedules, staging, rehearsals and performances are likely to change from one day to the next, effective time management is essential. 
Challenges of Time Management
As a performer who has taken on administration roles in a production, handling more than one task at a time sometimes became stressful. Stress is known to have negative effects on both physical and mental health which can be detrimental to performers. Stress can affect not only the well-being of a person but also the quality of work produced which can lead to issues in the workplace whether it be in the performance sector or a different sector (Saini and Bansal, 2023). Higher stress levels can lead to poor ability to manage time effectively which may lead to procrastination. 
Procrastination is described as “the act or habit of postponing or putting something off” (Oxford English Dictionary, n.d.) and is often a barrier to effective time management. Procrastination often heightens feelings of stress as more tasks accumulate which leads to tasks being rushed and completed at a lower quality. It is also associated with the types of tasks being completed. It has been suggested that tasks which are boring or difficult are often procrastinated (Kuftyak, 2022). Procrastination can also be an effect of things such as fear and anxiety, perfectionism, distractions such as social media and a lack of belief in abilities (McLean Hospital, 2022). Both stress and procrastination could be reduced and possibly avoided with proper time management skills and strategies. 
Strategies for Effective Time Management
Effective time management incorporates scheduling and consciously making decisions on the amount of time spent on particular tasks to improve efficiency and productivity. Claessens, Roe and Rutte (2008) describe it as a set of actions that enables individuals’ better utilisation of their time including setting well-defined goals, breaking tasks into smaller steps that are easier to work on, and monitoring progress in a given task or project. 
There are many strategies to improve time management skills that offer unique benefits that cater to different needs. In this study, I will be discussing two of these methods which I found the most effective. By implementing such strategies into daily routines, individuals can use their time more efficiently to complete tasks. 
The Eisenhower Matrix is a widely used strategy for prioritising tasks by urgency and importance and it is usually split into a table with four categories (see Appendix B). These categories are: 1. Important and Urgent – these tasks should be completed immediately as they have the highest priority, 2. Important, not Urgent – these tasks should be scheduled to be completed at a later time, 3. Urgent, not Important – these are tasks that could potentially be given to others to complete, and 4. Not Important, Not Urgent – these tasks can be considered as distractions and should be eliminated (Booth, 2024; Mfondoum et al, 2019). Although this strategy may not work for performers, those taking on administration roles within a production may find it useful for prioritising tasks. For example, when starting rehearsals for the production, I found myself feeling overwhelmed with some of the tasks I had been given as part of the administration duties that I had taken on. This was because I was also performing in the production, and I was unsure how I would balance the rehearsals with the administration tasks. However, this structured approach not only helped me allocate my time more efficiently but also reduced the stress associated with balancing multiple roles.
Another strategy that can enable an individual to manage their time efficiently is time blocking. Time blocking is scheduling a ‘block’ of time during the day and allocating it to a singular task (Vijai, 2023). This can be a useful tool for performers as they can utilise the time they have after rehearsals to complete other tasks. When time blocking, it may also help to create a visual timetable or use an online calendar app to keep track of what task should be completed within the time allocated. It may also help to colour code tasks (see Appendix C). It should be noted that when using the time-blocking method individuals should block out their entire day, including breaks to eat, and check emails as it could decrease the chance of being distracted (Martins, 2024). Time blocking may not be effective for some as there is a possibility of ‘overambitious planning’ (Fisher, 2023). However, with realistic goal setting and flexibility, time blocking can significantly enhance productivity and reduce stress by providing a structured approach to daily tasks. By continuously refining their schedule based on what works best, performers can find an optimal balance that maximises their efficiency and well-being.
Benefits of Effective Time Management
“Time is finite. We have only so many hours available in a day to live our lives, accomplish the tasks that we need to accomplish and enjoy our lives” (Mancini, 2003, p. x).
Effective time management offers various benefits that can lead to the enhancement of both personal and professional life, creating and maintaining a good work-life balance (Harris, 2023). It could be said that effectively managing time has a “domino” effect on various aspects of an individual’s life. 
Increased productivity is a major benefit of effective time management. It allows people to complete tasks in order of priority and use their allocated time better. This can also result in more tasks being completed due to a reduction in wasting time on non-essential tasks. It has been said that prioritising and setting time aside for each task can lead to reduced stress levels because it ensures time for personal activities and time to relax (Nancholas, 2023). Creating time for individual activities and relaxation establishes a balance which can prevent burnout – “a state of physical and emotional exhaustion” (Mental Health UK, 2024) - and stress-related health problems. A balance is crucial for maintaining mental and physical well-being, especially in the performing arts sector as it is both physically and mentally demanding (Williamon, 2004, p.3).
Moreover, effective time management can also lead to improved decision-making. Allocating time to certain tasks allows individuals the time to analyse and evaluate options when it comes to making decisions. Without effective time management, decisions may be rushed which can have negative effects on the tasks needed to be completed (SpriggHR, 2020). For example, a lot of time was allocated in the initial stages of the project to create rehearsal schedules (see Appendix A) to ensure that those who needed to be in rehearsals could be there at the set times. There were also other factors to think about when creating these schedules such as the director and various pianist’s availability and the students’ who were performing availability. 
By allocating a set amount of time for tasks and sticking to them, a sense of responsibility can be created which will enhance accountability (Harris, 2023). When individuals hold themselves accountable, their sense of control may also increase. This can also lead to feeling more confident when managing multiple tasks simultaneously. This sense of control can also contribute to achieving goals that are set in order to complete tasks faster. Allocating time to tasks also promotes ‘deep work’. Newport (2016) describes deep work as “the ability to concentrate deeply on a difficult task for prolonged periods of time without getting distracted”. By working on singular tasks regularly, individuals will develop the muscles used to be able to focus better. Using strategies such as time blocking to allocate time to tasks may also make individuals aware of how they are spending their time. It has been said that as humans, we are terrible at estimating how much time we need to do tasks and we will often overcommit to tasks and then become frustrated and discouraged when we do not complete them in the allocated time (todoist, n.d.). Thus, effective time management not only enhances productivity and focus but also fosters a more realistic and disciplined approach to task completion, ultimately leading to greater personal and professional satisfaction.
Conclusion
In conclusion, balancing multiple tasks, reducing stress, and maintaining high productivity levels requires effective time management among performers. By addressing common challenges such as procrastination and overcommitment, and implementing strategies like the Eisenhower Matrix and time blocking, performers can optimize their schedules and enhance their decision-making abilities. In addition to their career, these practices have further advantages such as an increased amount of happiness and an improved work-life balance. Mastering time management not only ensures the completion of tasks efficiently but also contributes to overall mental and physical health, ultimately leading to a more fulfilling and sustainable career.
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Appendix A:

Rehearsal schedule made for Performance Project
Appendix B:
[image: ]The Eisenhower Matrix
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Description automatically generated]Example of calendar for time blocking.
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Week DATE MORNING AFTERNOON NIGHT NOTES
APRIL
Mon 15th  |10- 1 Catherine & Camilla (music) 1111
/1111 COACHINGS and SINGING LESSONS -
Tues 16th lwan/Camilla /////
///] Elle Coaching
Week 1 Weds 17th /1111 SINGING LESSONS - Camilla /////  |2-5 Sarah (3-5 Catherine) LESSON ///11
///] Elle SINGING
Thurs 18th /1111 COACHINGS - Sharon///// LESSON ///11
Fri 19th 10-1 Sarah (11- 1 Catherine)
Mon 22nd
///] Elle Coaching
Tues 23rd 2-5DB (music) LESSON /////
Week2  \\weds 24th |/ Marina & Madlen SINGING LESSON /7///
///] Elle SINGING
Thurs 25th /1111 COACHINGS ///1] LESSON ///11
Fri 26th /111 SINGING LESSONS ///1/
APRIL/MAY
Mon 29th
//// Elle Coaching
Tues 30th LESSON ///11
Weca  [wegs 1
/1111 COACHINGS & Marina/Madlen Singing ///] Elle SINGING
Thurs 2nd Lesson///// LESSON /////
Fri 3rd 10- 1 Sarah (10- 1 DB) /1111 SINGING LESSONS /////
Mon 6th BANK HOLIDAY BANK HOLIDAY
//// Madlen SINGING
and Elle COACHING
Tues 7th LESSON ///11
Week4  I\eds sth
10 -1 Sarah (10-1 DB) ///] Elle SINGING
Thurs 9th (Sharon COACHINGS At Same Time) LESSON ///11
Fri 10th /1111 /1111 SINGING LESSONS ////1
Mon 13th  |Sarah (10- 1 DB) 2-5DB
Weds 15th |pickupvan?22 2 -5 Sarah (DB 2-5) 6-7pm Load Van SPOTLIGHT CANCELLED!
Week 5 Thurs 16th
Fri 17th 9pm Unload Van
Sat 18th
Sun 19th
Mon 20th /1111 COACHINGS - Sharon only///// /1111
Tues 21st 11111
Week 6 Weds 22nd 3-6Sarah (3-6DB) 6-7pm Load Van Van Morison Cardiff
Thurs 23rd Travelodge - Chester |Travelodge Booked
Fri 24th 9pm Unload Van Return to Cardiff

END
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		Week		DATE		MORNING		AFTERNOON		NIGHT 		NOTES 

				APRIL 

		Week 1		Mon 15th 		10 - 1 Catherine & Camilla (music)		/////

				Tues 16th 		///// COACHINGS and SINGING LESSONS - Iwan/Camilla /////

tc={90D2DE96-0CC3-C849-ADA0-CEFE0523F787}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Coaching Times:
9am Sinead
10am Marina
11am Tao
12pm Fleur 

Singing:
10am Madlen
11am Ffion
12pm Marina		2 - 5 Iwan (music) 

				Weds 17th  		///// SINGING LESSONS - Camilla /////

tc={8718ECF3-04A8-4F46-AE07-C3B03C1C0851}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Singing:
10am Kia
11am Fleur
12pm Sinead		2 - 5 Sarah   (3-5 Catherine)		//// Elle Coaching LESSON /////

				Thurs 18th  		///// COACHINGS - Sharon/////		///// Independent Project deadline /////		//// Elle SINGING LESSON /////

				Fri 19th 		10 - 1 Sarah (11- 1 Catherine)		2- 5 Sarah (2-5 Sian)



		Week 2		Mon 22nd 		10 - 1 Sarah (11-1 Conal)		2 - 5 Sarah (2 - 5 Conal)

				Tues 23rd 		10 - 1 Conal (music)		2 - 5 DB (music) 		//// Elle Coaching LESSON /////

				Weds 24th 		//// Marina & Madlen SINGING LESSON /////		3 - 6 Conal & Camilla (music) 

tc={B3DAC822-A80E-4746-946C-88667A8F9788}: [Threaded comment]
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Comment:
    Note change of usual time		 

				Thurs 25th 		///// COACHINGS /////		2-5 Sarah (2-5 Iwan) 		//// Elle SINGING LESSON /////

				Fri 26th 		10 - 1 Conal (music)		//// SINGING LESSONS /////



				APRIL/MAY

		Week 3		Mon 29th 		10 - 1 Sarah (Iwan 10-1)		2 - 5 Sarah (Iwan 2-5) 

				Tues 30th 		10 - 1 Sarah (11 - 1 Sian) 		2 - 5 Sarah (2-5 Conal)		//// Elle Coaching LESSON /////

				Weds 1st 		10 - 1 Sarah (10-1 Conal)		2 - 5 Sarah (2-5 DB) 

				Thurs 2nd 		///// COACHINGS & Marina/Madlen Singing Lesson /////		2 - 5 Iwan (music) 		//// Elle SINGING LESSON /////

				Fri 3rd 		10 - 1 Sarah (10 - 1 DB) 		///// SINGING LESSONS ///// 



		Week 4		Mon 6th 		BANK HOLIDAY		BANK HOLIDAY

				Tues 7th		10 - 1 Sarah (11 - 1 Conal)                                    (Iwan COACHINGS At Same Time)

tc={C326C977-83F9-5247-B088-40A666369243}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Students will be leaving to go to Iwan’s Coachings:

Coaching Times:
9am Tao
10am Sinead
11am Marina
12pm Fleur 		2 - 5 Sarah (2 - 5 Iwan)		//// Madlen SINGING and Elle COACHING LESSON /////

				Weds 8th 		10 - 1 Sarah (10 - 1 Conal)		2 - 5 Sarah (2 - 5 Conal)

				Thurs 9th 		10 - 1 Sarah (10-1 DB)                                                 (Sharon COACHINGS At Same Time)		2 - 5 Sarah (3 - 5 Conal)		//// Elle SINGING LESSON /////

				Fri 10th 		/////		///// SINGING LESSONS /////



		Week 5		Mon 13th 		Sarah (10 - 1 DB)		2 - 5 DB

				Tues 14th 		10 - 1 Sarah (10 - 1 Sian)		2 - 5 Sarah (2-5 Sian)

				Weds 15th 		PICK UP VAN???		2 - 5 Sarah (DB 2-5)		6-7pm Load Van		SPOTLIGHT CANCELLED!

				Thurs 16th 		SOUTH WALES 		SOUTH WALES 

				Fri 17th 		SOUTH WALES 		SOUTH WALES 		9pm Unload Van

				Sat 18th 

				Sun 19th 		10 - 1 Sarah (WAVDA)		2 - 5 Sarah (WAVDA)		WAVDA  7.30pm



		Week 6		Mon 20th 		///// COACHINGS - Sharon only/////		/////

				Tues 21st 		10 - 1 Conal (music)		/////

				Weds 22nd 		10 - 1 Sarah (10 - 1 Conal)		3 - 6 Sarah (3 - 6 DB)		6-7pm Load Van		Van Morison Cardiff

				Thurs 23rd 		NORTH WALES (Wrexham)		NORTH WALES (Wrexham)		Travelodge - Chester		Travelodge Booked

				Fri 24th 		NORTH WALES (Flintshire)		NORTH WALES (Flintshire)		9pm Unload Van		Return to Cardiff 
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    Return Van Fri night or Sat morning
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Coaching Times:
9am Sinead
10am Marina
11am Tao
12pm Fleur 

Singing:
10am Madlen
11am Ffion
12pm Marina



Singing:
10am Kia
11am Fleur
12pm Sinead



Note change of usual time



Students will be leaving to go to Iwan’s Coachings:

Coaching Times:
9am Tao
10am Sinead
11am Marina
12pm Fleur 



Return Van Fri night or Sat morning
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