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[bookmark: _Toc119942012]Introduction
In time management there is organization and planning. You end up working smarter and not harder with tight times and high pressures. There is a plan and control on the spending of time. Wonderful time management has shorter periods, stress is lower, and leads to career success. It is important to manage time. Good time management makes you efficient, productive with less stress, and more successful in life. Time can be managed beneficially in the following ways:
· Reduction of anxiety is a tangible process. There is avoidance of stress and worry about getting things done. 
· More time can be had with management. Effective time management leads to hobbies and other pursuits.
· More opportunities can be had without wasting on trivial activities. There is priority and scheduling of work.
· Goals and objectives can be managed in a shorter length of time. 
Time can be managed wisely with the setting of goals, wise prioritizing, setting a limit, taking a break, organization, and removal of non-essential activities. 
1. [bookmark: _Toc119942013]Description 
· Learning how to manage time is a challenge I have dealt with in recent times quite often. I have had ample motivation. There has been procrastination but there has been motivation too. There is a trick in time management. There is complexity in time management which has eluded me far too often. Time management speaks to my values. I have said yes to certain categories of work and no to others with constant work. 
· I have realized I cannot do everything hence I take pleasure in doing a small number of things. This is one of the toughest time management lessons I have learned. I have evaluated opportunities as being the best fit for my skills. 
· Lessons on time management have been important. Time is irreplaceable and much easier to spend. The value of time can drop significantly with self-employment. In the building of business, this slope can be slippery. I have tried to establish businesses with tight money and found out that if something does not cost me money it costs me time (Kharadze et.al, 2022).
· I have set out boundaries and protected my time. I have turned down people who wanted favors from me and it has been a learning experience on how to conserve time. I have come to recently realize how valuable my time is, and it has helped me with the turning down of requests.
· I have learned to say no to certain requests. Sure, it can be tough and there is an element of non-comfort in it but at least I can safeguard my precious time with it. There is a need to set boundaries about technology too. Immediate responses have become a thing of the present. It is great time management to work only when so required about technology. There is a lot of change in expectations. I have set limits to my phone use; be it checking notifications or answering text messages. I have embraced a do not disturb mode. I set do not disturb to my phone an hour before going to bed.
 
2. [bookmark: _Toc119942014]Feelings 
At the time of time management, I felt less stressed out. My stress levels went down. I scheduled smaller parts of my day with more time to deal with issues. With projects taking longer than expected I could schedule more time. I had confidence I could finish the work in time. I was calm because I felt less overwhelmed by the utility of tools and planning techniques. I am better equipped to finish tasks in a quick manner. Tasks were completed in less time, and I did not have to stress about deadlines. My work was better planned with software and to-dos. I had a feeling that I could use more energy in my free time. Time management allowed me the completion of tasks (Griffin, 2021). I wanted to spend less time worrying and more time doing stuff. I was able to save energy for when I was free. Time management can be utilized for spending time in deciding. I was able to decide what steps were required though there was not complete clarity to such decisions. As objectives are pre-planned hence, I do not have to devote time to waste. I spend less time wondering and more time working. 
3. [bookmark: _Toc119942015]Evaluation 
A positive reputation works best when people can rely on me. They might hold a higher regard for me. Procrastination takes confidence in accomplishment. I could feel a positive reputation I was garnering among my peers. I had more satisfaction with my work and tasks and more responsibility was accorded to me. My focus had improved too. I was not juggling a lot of responsibilities at once. My daily tasks were scheduled in the right environment which allowed me better productivity. My focus also improved. I used to struggle with making split-second decisions. This is an important aspect. Planning takes more quick decisions. I was able to identify priorities and take action based on those decisions. I set goals for myself. At first, I used to get overwhelmed with all the work. I started with small goals and fulfilling them. Goals can be broken into small tasks and then I started gradually moving towards larger and more complex goals. This strategy made things easier for me. I had to spend time improving my work. All aspect of a task was contributed by me, and I made sure I had a full understanding of all aspects. I did not have to redo any task. The management of time is a habit. There is an allotment of tasks which gave me time to consider all aspects of the work and helped me complete it in time. I did it right the first time which prevented me from redoing a task. There is room for improvement for everyone and honestly speaking the processes did help me manage my time better (De Janasz et.al, 2019). I could take on more work. My confidence was low but practicing time management helped me boost it. I derived satisfaction from the completion of tasks there was also confidence in my abilities. I felt more fulfilled with the complete work of finishing a goal. 
4. [bookmark: _Toc119942016]Analysis 
Lakein suggested that time management includes the determination of needs and setting goals. The management of time leads to the accomplishment of tasks. Britton and Tesser defined it as an intellectual productivity-maximizing task. There are also ways to the assessment of how important a set of activities is. A crucial element in time management is the structure of time. There can be pursuance in isolation of goal-directed activity about academic duty. Some past studies made do with questionnaires which included the scale of time management behavior, the questionnaire related to the structure of time, and the questionnaire related to the management of time (Dobrin, 2020). This construction was done by Macan and the basis was the management of time by factor analysis. There was a correlation between the factors and other scales. The TSQ and TBMS were compared by Mudrick. There was accurate replication of TMBS on a scale that short. Goals and priorities were set where the routine was structured, and tasks and activities were planned. Other measures were related to the planning report. Regarding validity, there can be an improvement in time management. In the model of Macan, there were constituents of mediation and antecedents. He listed time management behaviors into three types: goal setting and priorities, the mechanics of time management, and organizational preference. 
5. [bookmark: _Toc119942017]Conclusion 
The use of time gives the impression of management. There are many skeptics of the management of time in practice, but some demonstrations have brought in justifications of favorable effects. There was consistency in past studies with evidence of time management. Many were induced by jobs and tensions which were somatic. Job satisfaction was high when there was a perception of control of time. There was mediation about time management and other variables. The results were not conclusive for the performance of the job with the management of time. There are new definitions for the management of time and directions of research from the future. More methods of analysis are required in future research. It might lead to the clarification of perception effects and performance (Ho, 2013). From a practical perspective, there is an identification of reviews of time assessment. Other positive outcomes might be derived by the setting of goals, planning, priority, and monitoring. In the original work, these aspects were covered by McCay. Incorporation in a systematic manner might lead to improvement in management training and the development of interventions. 
6. Action Plan 
With the right time management skills, I plan to plan my activities more smoothly. There are more results in the long run, and I can ensure that my efforts would be in the right direction. I can consider goals that are both short-term and in the long range. Enough flexibility for obstacles and opportunities. There should be routine checking. I now know I cannot accomplish everything hence I will rank my goals according to urgency. I can accord improvement to my communication and skills of leadership. I will slowly eliminate all tasks which are not necessary. There would be an analysis of routine for efficiency. I will get rid of everything that would hinder my goals. The organization takes less time than disorganization. I must avoid wasting time searching for things. I keep items I frequently use near me. I try to consolidate tasks that would take me less time and stop wasting precious time. With efficiency in skill, time is saved. This saves time in the long run. 
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