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INTRODUCTION

It has recently become extremely fashionable to emphasize the crazy pace of modern life:many of us tend to complain that we don’t have time, can’t devote enough time to other peopleor things that interest you. The excuse of "I don't have time" has become like a universal formula, andAdvice books on how to plan your time - the best-selling publications, albeit from the turn of the centuryday as it had, it still has 24 hours.In today 's global and dynamic world, it is very important not only qualitatively, butand get the job done on time. Many people have problems like planning time liketo act efficiently and successfully in time, how to avoid chaos, delegate work, decide what and by whenit is possible to postpone the main reasons for wasting time on how to manage a “time thief”.

TIME AND THE IMPORTANCE OF ITS PLANNING IN MODERN SOCIETY

“What time is it? If no one asks me, I know what it is, but if I wouldto the person asking to explain - I don't know ”1. If we examine the semantics of compounds with the word time,we find a lot of time and economic terms juxtaposition: time - money, precious time, savetime, save time, spend time; it testifies to the nation’s population’s relationship to time. One of the peculiaritiesindicators of time understanding and evaluation are the dominant pace of society’s life.Every society has its own unique social understanding of time. Living in a certainin a social environment, people unconsciously take over the relevant concept of time: early to late,hurry - wait, past, present and future, etc.2. R. Levine and A. Norenzayan3 guessed thatthe pace of life is related to the climate of the country (in warmer countries it is slower), its economicdevelopment (countries with higher living standards tend to live fasterpace), population size (faster in larger populations) and culturalvalues ​​(the pace of life is slower in collectivist societies than in individualist ones).Time is one of the most important human resources, unique in that it is not possibleto compensate, to manage, to save for the future, to accumulate, is very important both professionally and personallymeaning. Time is a resource to think about if you want to stay active andcompetitive in today’s business because, according to G.A. Arkhangelsk 'information flows are growinglike avalanches, knowledge becomes obsolete before it is mastered, thinking is never there again. Need very fastrun to stay put ”4.Time as a value is perceived on three levels: past - present - future, theseaspects help to perceive time as a luxury item or as a surplus item. It encouragesto rethink what is important to him or her: past achievements, present or future plans,how he understands time, how he interprets its flow. The nature of time is dualistic: when one hangs on a person, on the one hand time isa person’s personal life time, on the other hand, when it comes to work, professionalrelationship, time is no longer conditionally owned by the person because it is “sold” to the employer. That’s where it comes fromboth internal and external contradictions when trying to reconcile a person’s goals withfor the purposes of the organization he represents. Then personal attitudes and values ​​can conflict with the values ​​of the organization or the attitudes of its managers / owners. The problem arises whentime management of both personal and organizational strategic provisions is not formedQuestion 5. Therefore, organizations should have a direct interest in time planning andefficient use of working time. Working time, like any other economic resource,has its price. With time, as with any resource, it can be handled effectively orcosts.
Denying the importance of time use and operational efficiency is also called “timethieves ". It is the lack of clear goals, priorities; poor planning; work delays; othersperformance of human work; performing multiple road tasks simultaneously; failure to say"NO"; perfectionism; meetings; el. mail; breaks; absence of delegation.Named "time thieves" can be broadly divided into internal / personal - this is oursbehaviors, habits that could control - and external / organizational - who we arewe can’t control, but if not, in any case, it needs to be used over time.According to S. Stoškus and E. Petukienė, to manage time in the literal sense of the wordimpossible, only the time balance “expenditure” structure can be managed6. With many functions,there is always the problem of efficiency in time planning and use.Considering that the perspective of the present and the future is linked to rational thinking and abilityIn general, the distribution of time, it can be said that the attitude towards time becomes a determining factor, fromwhich depends on results and achievements.According to W. Hink and R. Ginevičius, the concept of time planning and rational use canbe described as the ability to dispose of time rather than to be at its disposal. It's the wholeActions and solutions to optimize distribution and efficient use of availablethe resource of time for the purposes set is “the art of making the most of the time available” 7.B.J.C. Claessens and Others 8 emphasizes behavior aimed at making more efficient use of time,through targeted activities. The authors distinguish three types of behavior:
1. Evaluation of time. Time is analyzed for someone.
2. Planning (goal setting, prioritization, to-do lists and schedules)conclusion). The goal is to use time efficiently.
3. Monitoring. Observation, duration measurement during work.When planning time, the most important thing is to set a clear goal and achieve it. Goal settingnot only helps to prioritize activities, but also best reflects the person. Clearlyformulated goals help to understand where one is going, what is being pursued and how far the goal is. Timefor planning and rational use, it is appropriate to apply special techniques to assistto create free spaces between the arranged and distributed stages of work, to introduce order and organization.C.D.B. According to Burt et al., One of the main problems facedthere is stress, tension, health when planning time incorrectly or not planning it at allproblems9. Stress is a condition in which a person feels tension because he or she is required to performwhat is contrary to his desires or possibilities. Stress in itself is neither good nor goodbad, but most often the negative side of stress is stressed - tension, anxiety and othersfeelings that evoke negative emotions. The negative effects of stress on people occurphysical (headache), emotional (irritability, anger, anxiety) and psychological(forgetfulness, communication problems). Due to waste of time, postponement of works untilthe deadline later has to work at a particularly high pace, intensely, without rest. Permanenta person who feels tension and stress becomes less able to work, has communication problems,conflict, serious diseases are at risk.
TIME PLANNING TECHNIQUES
Often most people waste their time solving various problems, tasks,without distinguishing which of them are the most important. There are no simple, acceptable to all, easyapplicable rules to ensure each person’s both personal and working timehigh efficiency of use. Time allocation is determined by methodicality and discipline.Many time planning methodologies, techniques focused on structured,disciplined personality type. People prone to chaos, the creative professions,feel stressed, dissatisfied when trying to apply strict time planning recommendations,and they fail to adapt and actively use time-planning techniques.
It is therefore possible to state that the choice of time planning technique is determined by individual perception of time, andskills.

CONCLUSIONS

Attitudes towards time, the ability to allocate time properly, become the determining factor, fromto which many results and achievements belong. Time planning has been growing latelymore important in solving not only personal problems of human time, but also in improvingefficiency of the organization. Time cost control and analysis allows identificationsources of time loss and find additional time-saving resources and conditionsto find out to what extent the importance, urgency, time-consuming complexity of the works, orcosts, what are the priorities for the distribution of work over time.
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