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Executive summary



 

  In this academic report, the study that has been chosen is Time management and I will present to you the importance of time management in a business, the definition, examples, and the rules of time management.
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Introduction



     Time management is the process of planning, scheduling, or organize the time for the purpose of generating more effective work.
    The benefits of good time management can be seen not just in work, a person who has good time management skills it's more orderly and his life is in most cases without stress, because he can manage to do the tasks in time.
    In order to help you to get better or to build good time management, they are some skillsets, instruments and some techniques that can help you to manage time to finish some tasks, projects or certain specific objective that must be finished in a certain date.
   The history of time management it's old because since from antiquity people was interested to do more tasks in a certain amount of time, but a scientific approach was made by Frederick Winslow Taylor, known as the father of scientific management, in 1911 in the book The Principles of Scientific Management,  and with the work of Frank and Lillian Gilbreth becoming the launching pad for today’s time management.
    In his book, Frederick Winslow Taylor speaks about how to boost productivity concentrate on the efficiency of the workers standardizing work process and tools in order to boost productivity.
Discussion


 Time management is essential for the workers because with the knowledge of it you as a worker can make your job easier and on-time avoiding stress.
 The same principles and rules can be implemented in your personal life too, by example a person who is ordinated at work and who managing the time in a certain way that allows him to finish the tasks on time he has good skills on his time off as well.
 The major ideas who come from time management literature are the following:
•	build an environment useful to effectiveness 
•	Set the priorities
•	implementation of goals
•	the related technique of reduction of time spent on non-priorities. 
Components of Time Management

[image: ]
Time management matrix

  This method is known as The Eisenhower Method. 
 To make a time management matrix I take this example to explain you what activities are essential for us or not. I sorted my daily activities in a time management matrix with four categories important/not important, urgent /not urgent.
                                                                                [image: ]
Important/urgent:                                                  
•	studying 
•	morning and night habits
•	assignments with a deadline 
Important/not urgent:
•	homework and assignments done in advance 
•	weekly duties 
Not important/urgent:
•	phone calls 
•	emails 
•	time with friends 
Not important/ Not urgent:
•	going out in clubs before exams , social media

In order to achieve good time management, you must identify and set priorities and goals.
    The strategies for managing time are most of the time associate with the guidance to establish your own goals. The literature underlines the following themes:
•	Work in a priority order 
•	Set gravitational goals
   These goals can be shared and recorded in a project, plan of action, or a to-do list. For individual tasks or for the objective, must establish an importance rating, the deadline, and the tasks. This action results in a strategy with a list of tasks, a timetable of activities. These things can be made in different ways, as follows:
  ABCD analyze:
     This technique is used for a long time in business management and is a categorization of large data into groups. These groups are most of the time numbers as A, B, C, D, and from this it's coming to his name. Activities are racked by these principle:
A-jobs that are perceiving as been important and urgent 
B-jobs that are important but are not urgent 
C-jobs that are not important but urgent 
D-jobs that are not important and not urgent.
ABCD analyses are most of the time combine with Pereto analysis.

Pereto analyse:
The Poreto Principle is the idea that 80% of the tasks can be made in 20% of the allocated time and the remaining 20% of the task will take 80% of the time.


Time management in a business

  Know that we understand what time management let’s start to focus on why it’s important to have good time management in a business.
 Business owners and managers are an example for the workers and their capability to manage time and to be effective it’s an important asset for the workers and for the company to prosper. For example, if you are working in a company and your line manager have no idea about how to manage the time or its bad on it you will find the job more difficult for you and you lose your interest.
Time management is one of the most important skills to have in business, but a lot of o people are struggling. Small businesses cannot allow to waste the time with poor time management because they must deliver the products on time if they want to prosper.
Good time management in business also means the capability to solve problems in a faster manner and without affecting too many days to day activities.
What a business owner should do to have good time management?
In the first thing, they must prioritize. This means that you must prioritize each item in day to day routine and that will help you to stay focused on achieving your daily goals. 
Set Measurable Goals 
This is important for business owners and for employees as well. The establishing of a certain clear goal is helping you to verify the success of your work and to track in an efficient way of progress that you make. It's important for the worker to know how the business is working because they need to know if the company is secure and have a future.
Plan Ahead 
Planning in advance helps you to save you time and unnecessary stress. Once you establish your objectives you can begin to work on the method to put them into practice. Once you establish the objectives you as a business owner must be a realist with the time necessary to finish the job.
Know when to delegate 
As a business owner, your time is spread between daily operations and master plan obligations. To know when it’s the right time to assign one of your responsibilities to one of your colleagues you can win more time, this is an excellent opportunity to motivate your employee with responsibilities and challenges.
 












 




Conclusion



 Time management is one of the most important skills that have applicability in business and outside of it. This skill it’s a lifetime learning and you must practice to have it, more you practice more you know how to do it.
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