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[bookmark: _Toc159957078]Time-management

Time-management skills are the skills that help you organise your time effectively to be more productive. Learning to manage your time effectively will benefit your career as time-management skills are useful transferable skills that apply to any job. Time-management skills include:
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Types of time-management skills

[bookmark: _Toc159957079]Planning

 Planning is a fundamental component of time-managementsince it helps you identify and plan your daily tasks, prepare for meetings and keep to your schedule. Planning also includes creating work plans to meet deadlines. For example, if you have to draft a research paper, you need to plan the distinct steps you need to complete the paper. These steps may include determining the research topic, deciding on the methods for gathering and analysing information, drafting the document and circulating it to your colleagues for input, before submitting it to your manager for review and sign-off.[1]
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Features, Importance and Limitations of Planning
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[bookmark: _Toc159443921][bookmark: _Toc159957081]Organizing is all about keeping things in proper order. For any job, organization plays a significant role in helping you achieve your goals. Practicing effective organizational skills will help you personally and professionally, and your good organization skills will be reflected in the completion of all of your everyday responsibilities. One of the main benefits of organization is a sense of control that allows for increased productivity. [2]
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[bookmark: _Toc159957084]Why are time-management skills important?

Time-management skills are important because they help you get things done efficiently, reduce stress, and make sure you have time for what matters to you. Good time management means you can achieve your goals, make better decisions, and maintain a healthy balance between work and personal life
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