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Time management





The time builds, destroys, heals, changes a lives and can never be stopped. It is not who lives in us, but we live in the time, so we must always comply with it. ‘‘Time has a value greater than any currency. We may leave our children the money we don’t use in our own lifetimes, but we cannot leave one millisecond of time’’. (Mancini,2003, p6). And as Thales (624 B.C.) said the wisest time is-it reveals everything.
We can’t stop the time but we can control it, especially nowdays as we are surrounded by so many devices that save not only money but our time as well.
‘‘Time, as saying goes, waits for no man. Time is also a wasting asset. It continually slips away, and we have no power to replenish our supply.  The best thing we can do with time is to make the most of it.  As Benjamin Franklin observed, ’’Does thou love life? Then do not squander time, for that’s the stuff life is made of’’. Being time –sensitive people, we have surrounded ourselves with time-saving devices. Indeed, a substantial portion of human activity is dedicated to finding ways to accomplish the same things in less time. And so we have managed to cut travel time between Boston and London from the several weeks required by sailing vessels to eight hours via jet aircraft. We fill our workplaces with high-speed computers and blindingly fast assembly lines, and we concentrate on reducing the process time of doing almost everything.’’ (Harvard business review,2005, p12)
We strive to complete more and more of our to-do list, we realize how important the time is. And how much more essential is the time for a manager, leaders or employees to implement their task or project?! To answer this question we will look at ‘poor time management’ and ‘effective time management’ and their consequences.
Time management comes to the rescue as one of the most important tools for achieving productivity and successful business. ‘Time management mean coordinating and performing the right tasks in such a way that we have more free time. The situation when we reduce tress to minimum and increase our productivity, both in the workplace and in personal life.’(Mgacademy,09.04.2019)
According to Mancini (2003, p4) in order to control our time we must ‘adapt’ and be ‘open’ to changes in the technological time in which we live. He added that this adaption will happen when we carefully analyse ‘who we are’ and ‘need to remember this we’re all individuals’. We must not only understand ourselves but also that each person works, managing his daily time with different style. Some of us are organized, another of us not. ’’First, though, it’s important to understand and acknowledge where you are, right now-today’. Second: Before you can decide what kinds of changes you to make-both in your personal career and in your personal life-you need to understand what kind of choices (many of them subconscious) you’re already making. You need to ask yourself some hard questions, delve deeply, and be brutally honest with yourself in answering them. In short, you need a picture of both your natural organizational style and the ways in which that style both supports and undermines your relationship with the time.’’
In Schermerhorn’s book ‘Introduction to management’ (2011, p185) we read that if we analyse ourselves and reject the unnecessary task from our to-do list every day, we will improve the time management.
So interesting test/quizzes and questions could be find in book ‘Time management’ (Mancini,2003) such as: How I relate to the time, Where the hours go, Your Environment ‘’Environment, in time management, has a broad but defined meaning. It refers to the major people, places, and things that affect the way people shape their time. ’’If we answer this questions we will be able to analyses ourselves and control our time better.
 That’s why I think the managers/leaders have difficult decisions about how to divide the time between the roles of the workers, knowing that someone copes faster and does not waste time while another part of people wastes their time. Badly arranged time inevitably leads to reduced productivity and conflicts between workers and managers. Managing your time effectively is important not just for a productivity or success of company but for the stress at the workplace. (CFI) ‘’Time management doesn't happen automatically. It takes focus and efforts.’’(study.com)
At the beginning of 20th century in US, companies are looking for ways increase their productivity. Frank (1868-1924) and lilian (1878-1962)) Gilbert are mainly involved in studying the work process and developing different strategies, but some of their work proves that well-planned distribution of work roles gives good results. For years, he researches labourer movements and distributes how each worker must perform a specific job. After 3 years of scientific work he reduced the movements for laying bricks in wall from 18 to 5. This is definitely productivity without unnecessary movements. Productivity of an average mason in Gilbert’s company increase from 1,000 brick to 2,700 bricks per day. An interesting example from Gilbert’s life was when he met Japanese girl in London. She worked very fast while packing a shoe polish in shoe boxes. Frank always carried a stopwatch in his pocket, he measured the girl’s time and it turned out that in 40 seconds it loaded a total of 24 boxes. Gilbert said that it was too slow and made some suggestions to improve the productivity. Frank method shortened the girl’s time from 40 seconds to 20 seconds without additional workload.
An important area in which they focus their efforts is not only the performance of the staff but they tried to reduce human fatigue during work process. Frank and lilian offer various methods to reduce fatigue by introducing a sufficient number of breaks and proposing a reduction in the length of the working day, also they introduce pay holydays.                    
(Hristov,26.03.2020)
Frank and Lilian Gilbert are very good example for generations to this day, that if we allocate and planning our time properly we will increase productivity even without additional workload. The fact that gave ‘happy minutes’ to the staff had a tremendous impact on the work process but also brought the importance of the person.
[bookmark: _GoBack]The absolute opposite effect occurs when we are pressed by time and cannot plan it properly.’ Bosses are supposed to get results through people, but some of them inadvertently fail in this because they waste the time of their subordinates by giving unclear directions, behaving as bottlenecks in the work flow, and so forth.’’(Harvard business review,2005). The same is confirmed in Adair’s book ‘The Inspirational leader’ (2009, p93) when the leader does not have good vision when ‘leading in front’-‘’Hence the proverbs Jesus quoted: If the blind leads the blinds, both will fall into the ditch.’’
Poor time management is a major cause of stress. I’m sure we have all had the feeling that there is too much to do and not enough time. We can start to feel panicky and anxious and lose focus. It’s important to note that you can have this feeling even if there’s hardly anything to do at all. Symptoms of stress caused by poor time management:
· Irritability and mood swings
· Tiredness and fatigue
· Inability to focus or concentrate. Do you ever feel like you are just trying to get yourself through the day?
· Mental block, memory lapses and forgetfulness.
· Lack of, or loss of, sleep
· At worst, withdrawal and depression
Also, when you have failed to manage your time you may be unclear about what is important and end up working on the things that are put in front of you or reacting to demands made by others rather than doing the work that needs to be done.
(Stress Management Society, 02.02.2016)
It is indisputable that we all have the same amount of time, but only well-organized people enjoy it to the fullest. With some simply steps this not that hard to be realized. Time management skills include a variety of skills that will help us manage your time well. Some of the most important time management skills include:
· Goal setting. When you allocate your time set your goals so that the priorities come first. And sub-goals I don’t mean money. They are a consequence of well-organized and fulfilled goals. For examples to develop yourselves in one area, you to be loved and happy in this area.
· Productivity. Many goals in life are a consequence of quantity and quality productivity. Some people are active for work during the day others in the latest hours. If we are from the people that work better on the morning, provide the hard information to your brain firs. Why we not experiment with it?
· Motivation is one of the main keys to successful time management, it is directly related to goals. There are many tactics to motivate you to choose one for yourself. Find out that motivates you, I fir example like to read books for personal development and you perhaps like videos on ‘YouTube’. The important is not to stop motivate.
· Concentration. Skills that manage to perfection if we want to achieve valuable results direction of time management.
· Decision making. Once you have analysed the results you have reached it is time to make some decisions about your time management. Do not run away from responsibility.
· Planning is one of the most important time management skills. It will allow you to anticipate and vary between specific tasks. Of course there is no exact formula for the perfect schedule but a well-structured plan will save you a lot. 
· Communication. A rather difficult skill that is infinitely necessary. Possessing strong communication can help you a lot in future if you need help, you need to ask for it. A good communication saves money.
· The art of saying ‘No’. it can be said that this skill is a part of communication. For me, however, is not just skill but art. Very often we fail into critical situations that do not depend on us, we get into a situation that poisons our lives in one way or another and wastes our time. The sooner we master this art, the better we will manage our time.
· Delegating. Most likely it happens to you that someone transfers work to you for a number of reasons. It is also good for you to be able to delegate work to someone else. This skill is part of time management, of course here comes into play and the communication, if you want your job to be done in time.
(Mgacademy,09.04.2019)
The time management skills give the opportunity to highlight good way to work operation or even this way to be best way. Time management is an integral part of the work process and from the skills in the workplace that we must possess.
From what has been said so far if we analyse ourselves, the people around us, the resources and how to use the time management skills, then we are successfully dealing with the time. In my opinion, time is like the wind, and to use it in our advantage is to know when to raise or lower the ‘sails’ of the ‘ship’. If we manage it properly, I am sure that we can have a success in personal and professional life. Trough good guidance of time and time management skills we definitely shoot ourselves at a higher level. Leaning comfortably on the desk holding a cup with coffee, everyone would say to themselves: ‘How satisfied and calm I am, I know all my task was done!
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