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1.0 Summary
Time Management is an essential skill that should be prevalent in any successful life or career. Time management, both good and bad, can have a large impact on all aspects of life, but good time management is essential when considered in working terms. Good time management can help support a positive perspective on work, an improved attitude towards work, and help individuals earn respect from colleagues, peers and employers. I will be researching time management and discussing exactly how important good time management is, describing the possible benefits that it can bring into fruition. 

2.0 Terms of Reference
	2.1 	The Principal focus is:
					2.1.1 		To discuss advantages of a professional 							skills in a work environment.
					2.1.2		This report is due by the 19th of January 							2023.

3.0 Findings
3.1 It is a common understanding that good time management can reduce stress levels when pushing to complete a task or project. Bakker Elkhuizen states that failing to manage your time well can result in you feeling overwhelmed and increasingly tired. Bakker Elkhuizen (ND). This source was used as Bakker Elkhuizen explore and consider the numerous positive outcomes that can be achieved as a result of good time management. 

3.2 Tiredness in the workplace can sometimes lead to serious mistakes. The HSE state that “Fatigue can lead to errors and accidents, ill-health and injury”. The Health and Safety Executive (2021). Increased stress due to poor time management in the workplace can lead to serious issues for yourself and the people around you. If time is managed correctly, it can counteract these issues and allow work to be completed without the additional stress poor time management can cause.


3.3 Managing your time well allows more time to think about the actions that you are going to complete. Mark Pettit discusses the benefits of having more time to think, highlighting the extra time that could be used for strategising if you stick to time plans. Mark Pettit (2020). Providing yourself with more time to analyse decisions will help achieve the best result possible for your situation. Extra time gained, through good time management, can be used to plan ahead for future projects and provides an option to re-assess work that wouldn’t have been possible before.

3.4 A good work life balance is a large benefit that comes as a result of good time management. Spending long periods of time working without a chance to enjoy time outside of that can result in poor mental health for an employee, impacting overall performance. Open Blend discuss the dangers of the continually growing demanding work culture. They believe that the demands of work are the largest threat to mental health in the United Kingdom. Open Blend (2021). Mental health is an issue that is rising in stature daily, so focusing on a strong balance of work and social life is a factor that can drastically affect this in a positive way. Having a good work-life balance is also known to increase levels of productivity in the work force. Rob Driscoll claims that “Studies have shown that employees who feel they have a good work-life balance will actually work at least 20% harder than those who don’t.” Rob Driscoll (2018). When constantly working, it is likely that people will lose motivation to complete work to a high standard. People thrive on being able to enjoy their own time, and pursuing their own interests, as much as possible. Excessive working hours, or heavy workloads, that prevent a positive work life balance can negatively impact motivation levels.
 
3.5 A large benefit of good time management is reducing the time wasted procrastinating. Setting out a plan, with key milestones, and being able to meet deadlines consistently can help you to stay within your aims without losing traction. Kirstin O’Donovan discussed the negatives of procrastination and went as far as to claim that “When you put something off and continue to do so, you start to create and then reinforce limiting beliefs about yourself and what is possible in life.” Kirstin O’Donovan (2022). This supporting the argument of how dangerous procrastination can become. The use of good time management can prevent you from falling into the negative mindset of a person that procrastinates regularly.

 
3.6 Good time management is also vitally important to produce quality outcomes when working in a group. If all members of a team can rely on each other to stick to a plan, they will all know precisely what they are required to do and when they should do it. Each member of the team knowing each others roles also ensures that if one is missing, the work can continue, and deadlines are not at risk while they are unavailable. Slack talk about how when any employee is unavailable, they should have the ability to be fully away from work. Slack (2019). This a good method of time management as it ensures that no employee has the stress of key milestones being missed as a result them needing time away from work.
 
3.7 Good time management can help improve accuracy and reduce margin for error. Having more time to assess the work you have completed will ensure that you can complete a detailed review your work, rather than rushing to meet a deadline. Indeed state that “Double-checking your work often improves the quality of the assignments and projects you submit. It also helps you identify and address errors, which can prevent you from submitting work that contains inaccuracies.” Indeed (2021). We should all aim to complete work to the best standard possible. Good time management can help ensure that any work we submit is to the highest standard we are capable of.

 



4.0 Conclusion
4.1 Good time management is a skill that can improve every aspect of your life. A good level of time keeping can improve experience within the work environment and outside of it. Good time management is the most important professional skill in the working industry. Time management, both good and bad, has an impact on individuals and those around them. Having good time management skills can result in you being viewed as dependable and reliable. The momentum and delivery of projects rely on good time management. When considering construction or building projects, the key suppliers and tradesmen understanding and sticking to planned and agreed timescales is essential to complete the project on time. Poor time management in construction can increase pressure and costs and can also increase the potential of injury or error due to increased pressure to meet deadlines. This skill will be prevalent in life and every industry as deadlines will always be something we have to work towards.
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