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Learning about Time Management can help people to improve performance in life and the workplace. They need to understand some key methods, strategies, and principles to manage their time effectively. When we said time, this means days, weeks, years- all our activities, goals, and life. It is crucial to understand and found the way for the right planning and complete our tasks, why, and how we can do these. Some people are stressed because they couldn't organize and prioritize what is urgent and how they have to complete. Some people are happy because they do what they want. It doesn't matter how long these will be. Where is true? Good time management is beneficial everywhere in life. This will reduce the stress level at the workplace because people will know what it is next and how long it will take.


 One method from time management, which can help people to improve themselves, is The POSEC method. This method presents five crucial and easy stands to people with reasonable control between their essential career and life success. Following these simple steps, people can quickly made them progress to achieve their goals. Prioritizing, Organizing, Streamlining, Economizing, Contributing.
"Prioritizing" means to put first thing first. These is about how
people use the time with tasks concerning the goals.
"Organizing" this means things that  must to do regularly, for success.
"Streamlining" is about things that people may not like to do, but  must do it somehow. 
"Economizing "refers to one thing that should be done or enjoyable things.
These include activities like pastimes and socializing. There is the once that
should be the least on priorities of tasks.
"Contributing" it is the last part of
the POSEC method contributing is about a social obligations. This means what a person gives back to the world. 

Another method that can help people manage time is the Pareto method. According to the "Pareto Analysis" archive from the original on (February 8, 2012)
 He believes that 80% of tasks can be completed by 20% off the given time, and the remaining 20% of tasks will take. The rule can be applied for 80% of productivity by doing 20% of the tasks. For example, sometimes people spend more time doing what they do not have to. If people go to the shop, most of them will spend much time in one section (baby products ), and most of  shopping will be concentrate on all baby products. However, they will spend less than half of the time to rest on the list. That is why people have to putt the task in order, which is most urgent and vital.
When we said "urgent" and "important," we can use one more strategi for proper time management. These are "Eisenhower Method" MacKay; Brett; Kate (October 23, 2013) 


Important/urgent 
Important/not urgent  
Unimportant /urgent 
Unimportant/not urgent


This means we have to prioritize what is essential and what is urgent. When this system is using people can easy to achieve the goals. The way how this method works, an important and urgent task should be completed now. Those who are on other lists not urgent they could be finished without the latest date.
It is significant for people to know what are their strengths and weaknesses, and how they can evaluate their weaknesses in opportunities. However, the concentration should be in one object. When one task it has done, it comes next, and one by one, every goal will be achieved.
Krogerus ; Tschappeler (2017,p 20)
"Knowing what your strengths are is the most important thing an individual can know about himself or herself. "Peter F. Drucker

Cottrell (2013, p.123) “ Time = choice. If you use time effectively, this will gives you a choice in how you spend the time saved."

Another method that can help people to operate time effectively is the choice overload. According to The Decision Book (2017, p30), "The more options we take into consideration, the better our final decision. "If people get the first choice, it will be easy to make the right decision to complete the schedule. For example, when a person goes to "Costa coffee,"  first choice is to decide to drink a coffee, not eat dinner, so person will order first which choose – coffee. With this choice, it will be helpful for people to make a daily decision. 
We can talk about time management in another way. Some people fill themselves with failure to make the lists, make decisions every day, put tasks in order, and what is urgent. 
Another strategy that people can use to feel comfortable and happy is to define their goals and commitments. According to Forster (2006, p65), "So you have a chain of commitments. Some commitments are made to yourself, some to members of your family, some to your work, some to your friends and colleagues, some to organizations of one kind or another that you belong to". This means that we have to regularly cut our commitments because then we will have adequate time to complete them.

All that people could try to do is know what they want and how "expensive "this will be for them. It is vital to try to do the tasks one by one because if they took to many things at one time, they could not finish all of them. That is not a productive and winning way, for good time management, its necessary concentration. One more thing is to use the time for rest; when people give them time to exercise after work will be more productive.
  That is why using and learning about time management. It is helpful because people could know how they can be flexible and can achieve their goals. It is crucial for success, and when a job is done, it is essential to connect other enjoyable things. 
People are not the same, and one strategy will be useful for one, but not for others. Every individual needs to find which method will help him and try to apply this at home and the workplace. By learning about managing time, people will reduce pressure over themselves; they will be calmer and more productive. By improving those skills, people will find an easier way to deal with their problems; they will be more resilient. Believe in the right choice and make a weakness to be a strength because the time it is everywhere, and humans can find the key to success. Just remember that good Time Management means – planning, organizing, choosing, knowing what is important, thinking about it, making decisions, and achieving goals! 
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