                                              Time management

Time management is the discipline that deals with the effective planning and control of time in the performance of activities, with the aim of maximizing productivity and reducing stress. It is the process of consciously allocating and organizing time to achieve priorities and goals.
Why is time management important?
Effective time management allows you to complete multiple tasks in less time. Planning, prioritizing, and organizing them will prevent overload and reduce the stress associated with missing deadlines. When you have a clear overview of your time and tasks, you can make better decisions about what to focus on and what to postpone or delegate to others. When you have enough time for each task, you can focus on the details and improve the quality of your work. With the ability to set a balance between work and private life, you will increase your satisfaction and well-being. Time management will allow you to devote yourself to activities that contribute to your personal and professional growth. However, it is extremely important to identify the things that distract you.
What are the most effective techniques for better time management?
 Everyone is different, and the first thing you need to do is be realistic. You need to be able to estimate your time but not be too optimistic about it. It’s important to allow yourself more time for each task to avoid stress from not following through on your plan. Breaks are also necessary to maintain energy and focus. Plan for them. It’s better to break large tasks into smaller ones. This will help you make progress gradually and avoid feeling overwhelmed.
However, be prepared for unexpected events and expect to have to adjust your plan flexibly and according to your current needs. During the time you have set aside for 
solving tasks, try to eliminate all distractions (such as phone notifications or social media). At the end of the day or week, review your plan and see what worked and what didn’t. Based on this, you can adjust your plan for the next period. Digital tools are an excellent help  
The most popular time management techniques include:
· Pomodoro Technique: involves working in 25-minute intervals with short 5-minute breaks in between. After four cycles, you take a longer break (20-30 minutes
· Time blocking: divides your day into blocks of time, with each block dedicated to a specific task or group of tasks.
· Eisenhower Matrix: divides tasks into four quadrants based on their importance and urgency, helping you set priorities.
· Getting Things Done: the method involves recording all tasks and then sorting and scheduling them.
· Timeboxing: is a method similar to time blocking, but with fixed time frames for each task.
· Pareto Principle (80/20 Rule): this principle states that 80% of results come from 20% of the effort, and therefore helps you identify and focus on the most important tasks that bring the most benefit.
· Eat That Frog: a technique inspired by a quote by Mark Twain, recommends starting the day with the most difficult or most important task.

Setting realistic goals and priorities is key to successful time management and achieving your goals. We recommend using the “SMART” method, for example. It requires making sure that your goals are: Specific, Measurable, Achievable, Relevant, and Time-bound.
Effective time management can significantly contribute to reducing stress, eliminating burnout and improving productivity. By setting daily priorities, you always know what to do first. Planning helps you stay on top of your tasks and also minimizes procrastination and reduces the stress of putting off tasks until the last minute.
taking regular breaks maintains energy, and when you have enough time for each task, you can focus on every detail and gradually improve the quality of your work. You reduce the level of stress from possible mistakes and failure to meet standards. Equally important is the balance between work and private life, which you can ensure thanks to effective time management. This contributes to overall life satisfaction and reduces the stress associated with overload.
What are the most common mistakes when planning time and how to avoid them?
· Poor prioritization (if you don't know which tasks are most important, you'll waste time on less important activities)
· Procrastination (putting tasks off until later can lead to stress and missed deadlines),
· Unrealistic planning (too many tasks in a short period of time can cause overload and frustration)
· Insufficient breaks (working without breaks can lead to exhaustion and reduced productivity)
· Inability to say "no" (taking on too many tasks and commitments can overload your schedule
· Distractions and interruptions (can disrupt concentration),
· Insufficient delegation of tasks (trying to do everything yourself can be ineffective, especially if you have a team or colleagues who can help


How to organize your daily schedule effectively?
First of all, plan your tasks for the next day the night before. Write down all the tasks and activities that you need to complete and assign time blocks to them. Set priorities for each task. Use the Eisenhower Matrix method, for example. However, include breaks in your plan. “Group” similar tasks together. For example, you can do answering emails and phone calls in one time block.
Then adjust your future plans based on what worked and what didn’t. Avoid vague or general goals – they are difficult to measure and achieve. Therefore, always define your goals specifically and in detail, along with steps to achieve them and deadlines. However, if you don’t track your progress, you can lose motivation and insight into how far you have come. Therefore, regularly evaluate your progress and celebrate small successes on the way to achieving your goal.  You can record and track progress on tasks through various apps and digital tools (Trello, Asana, Todoist).
What tools and apps can help with time management?
· monday.com: The tool is great for project management and has great time tracking features.
· Todoist: Ideal for simple task management. Helps you stay on top of tasks with simple lists and Kanban boards
· Gantt Pro: Great for those who prefer Gantt charts. Offers intuitive time tracking.
· Clockify: A time tracking and reporting tool.
· Toggl Track: A beautifully designed tool with useful time tracking features.
· TimeCamp: Helps you manage time effectively and improve resource management.
· TickTick: The tool integrates proven time management techniques (e.g. the Pomodoro technique).
Balancing work responsibilities and personal interests and setting priorities within them  all of this is the prerogative of good time management. And since life is not just black and white and unexpected events happen, effective time management allows you to be more flexible in responding to the needs of family and friends without neglecting work responsibilities.

