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Executive Summary

This is a report on how academic practice and in particular time management is essential in the quantity surveyor role. The report consists of key elements to time management and how its relevant to my role.
Terms of Reference

To study the application of time management in construction.
The report submission deadline is 23:55 on the 16/01/2023
Procedure

All the sources used in the report, including websites and first-hand accounts, are listed in references.

















1. [bookmark: _Toc123990591]Time Management
[bookmark: _Toc123990592]Role
Time management is one of, if not the most significant/relevant transferable academic skill I require as a quantity surveyor for Premier Forecourts. My role within Premier requires me to price jobs, hold and attend regular meetings, site visits, provide relevant reports and ensure material and subcontractors are booked in a timely manner. Poor time management would prevent the progress of a construction project which would impact the customer service we provide, the companies reputation, my own pride and is often costly.
[bookmark: _Toc123990593]SMART
The SMART module is essential when it comes to academic skills and in particular time management. Following the SMART module allows you to be more productive, its saves time and allows you to have clear goals. My prior leadership role taught me the value of SMART working. This is something I have transferred into the construction industry. I frequently create my own SMART goals and action plans to manage time, workloads, personal training and to continuously develop as a trainee. SMART goals and action plans can be used for anything, I often use them for a wide range of things, from housework to personal hobbies. Research predominantly tells you it is essential to work SMARTER than harder as it has many benefits as briefly mentioned above. Pediaa state
“The main difference between hard work and smart work is that hard work refers to putting in a lot of effort, time, and energy to achieve something, while smart work refers to being efficient and effective and working faster with minimal effort”
(Hasa, 2022)
The above shows how essential working smart is for time management. Although the original plan may take additional time to create, the task is complete a lot quicker. A simple example of this in the quantity surveyor role would be digging a trench. Weighing up the cost and time of an excavator against a human hand dig. For example the cost of labour to dig a 500m trench would be far more costly than the hire of a excavator. The excavator would save on time and expense, so would be the viable option.
Figure 1 - SMART module ( (Anon., n.d.))

[bookmark: _Toc123990594]Tools
I ensure that my time is managed correctly daily, I use tools available to me to ensure this is achievable and I record my time and whereabout accordingly.  I rely heavily on my Outlook calendar to record my tasks and future appointments. I also have a paper back diary that I use to record my daily tasks. This way I can accurately plan and prioritise tasks as and when they occur. This allows me to best use my time as I see relevant.  As a company we also have a shared calendar, this allows others to see my where abouts and tasks. Again, this assists with time management, also allowing others to save time searching for you possible where abouts. Leave, site visits, meetings, courses and miscellaneous events are available for all to see. I use other tools such as Trello, Microsoft VIVA and the to do list to help manage and prioritise my time management.
[bookmark: _Toc123990595]Priorities
Managing priorities is essential for time management. You do not want to be wasting your time on unimportant tasks. I regularly use the ‘Eisenhower matrix’ to prioritise my tasks. I use this daily to create my ‘to do list’. It helps break down tasks by importance and urgency. This allows me to be as proactive as possible, however task may arise that change my priorities. I may have to be reactive to this and it can often change my priorities. An example of this may be that I’m pricing a job that needs to be completed in two weeks, yet we are sent a last-minute tender that needs to be in within three working days the importance and urgency changes. The matrix is a simple and effective tool to use that allows you to spend time on the relevant and important tasks. I identify the importance of a task from using my own knowledge or by discussing it with my line manager, while urgency is always used by the relevant target date. Although you can tailor and use the matrix to your own personal preference. Eisenhower.me to offer five tips to use:Figure 2 - Eisenhower matrix 

1. Making a list of things to do frees your thoughts. However, always consider what is worthwhile doing first.
2. Consider limiting yourself to eight jobs maximum. Finish the most important one first before adding another. Remember, finishing things is more important than collecting.
3. You should only ever keep one list for both work and personal tasks. 
4. Don't let yourself or others divert your attention. Never allow others to determine your priorities. Make your plans in the morning, then get to work. Finally, enjoy the sense of accomplishment.
5. Try to avoid putting things off so much, not even by managing your tasks excessively.
(Eisenhower, 2022)

[bookmark: _Toc123990596]Delegation 
Another key element to managing your time correctly is delegating or being delegated tasks. Many believe delegation is a sign of laziness or not being comfortable with the task. However, when used correctly its essential for growth and productivity. Meisertask state you can't and shouldn't do everything yourself, so delegation is crucial. staff will be more empowered by delegation, and it will also foster trust and professional growth (Conti, no date). One of my beliefs regarding delegation is that I would never ask anyone to do a task that I would not be willing to do myself. This has been a motto of mine since day one in my role, you can also see above on how I decide on what to delegate, by using the importance v urgency method on the Eisenhower matrix. Any free time I have in work I regularly assist senior Quantity surveyors; this allows them to free up time for more urgent and important matters. 
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