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Time management 

The process of organising and planning how to split your time between different activities is known as time management. If you practice it properly, you'll find that you work more efficiently and effectively to complete more tasks in a timely manner, even under time pressures. Learning and exercising time management skills can be challenging. As no two people are alike, the first step to improve time management is to decide which methods work best for you. When looking at various time management strategies, some things to keep in mind include how much work is still left to be done, how many working hours are available each day, and which tasks require more focus than others.

Planning, prioritising, and organizing your time are all parts of the process of completing tasks efficiently. This can be accomplished by creating a timetable that you follow to, setting personal goals. It's important to find a balance between business and pleasure, so before creating your own system, it's best to look at how others manage their time. Whatever we need out of business should be the priority when creating a time strategic plan. What are we aiming for? Do we want to spend more time with our families at home? Once we establish this, it is easier to plan since we are aware of what is important in our lives and what is not. Time is a valuable resource that we have been given and may be used to build up individual goals and view timelines. It could also be used to set objectives and making a to-do list. It can be used to manage one's day and determine how long it will take to finish the work.
Time management contains the guidelines that specify how to manage our free time and use it to achieve our objectives. There are many time management principles in use, but these four are the key points.
1. Organize and categorize tasks that must be completed quickly
2. Higher levels of productivity 
3. More time freedom 
4. Reduce your stress levels to make it easier for you to focus and make decisions.
Reduce your stress levels to make it easier for you to focus and make decisions
Time management reduces your stress level and boosts your self-assurance. Controlling your work helps you feel less stressed and anxious. Planning your time and meeting deadlines are essential characteristics of effective time management. Managing your schedule prevents overwhelm and assures you don't constantly feel exhausted. You can use the time you have more productively if you have good time management skills. By being more efficient, you can prioritise your most critical tasks and stay on top of your to-do list. You feel more confident and clearer about how to spend all your time when you are less anxious.
More time freedom 
By using time management, you can do more of the things that are important to you. The key to efficient time management is to prioritise your most important tasks. Greater time freedom comes from prioritisation. Greater time freedom is one of the major benefits of time management. Increased time flexibility allows you to concentrate on setting and achieving your most important objectives. You will also get more time to spend with friends and family if you have more time freedom. There is much more time to develop relationships and take up new activities. More time flexibility also enables you to fulfil your life's purpose. Make moves. Imagine what you would achieve if you had an extra five or ten hours per week to spare. Get a better understanding of the impact doing the top three items would have on your life and write them down. Create short action plan to put those changes into practise afterwards 
Planning your time effectively:
· Choose a broad objective for your sessions.
· Determine the individual task that is required in order to complete your work.
· Divide tasks into manageable tasks.
· Set reminders 
· Evaluate your progress and if needed, adjust your plan
Higher levels of productivity 
You can accomplish and be more efficient if you have good time management capabilities. The ability to prioritise your time and manage your stress is a strong benefit. Your goals would be clearly stated, and your most essential tasks will be given highest priority with effective time management. You have more time as a result to create greater and better results. You can manage your day and score higher when you have good time management. Your increases in productivity when you plan each day. A key component of time management is time planning. Planning improves efficiency and effectiveness.
Organize and categorize tasks that must be completed quickly
As we juggle everything that is going on, especially during busy times when you have a lot of deadlines, you will need to prioritise various tasks. Make a list of your to-dos and decide whether they are urgent, important, or both. This will assist in making an immediate decision. Tasks can be prioritised as per below:
· Important and urgent? Do it straightaway 
· Not important but urgent? Do it as soon as possible 
· Important but not urgent? Do it later
· Not important and not urgent? Don’t do it at all
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The 80/20 Pareto rule is preferred by some people. According to this, 20% of your effort will get 80% of the results, so ensure to concentrate on the things that are important . So, for example, you could spend five minutes reading through ten articles to identify which are relevant, and then focus the rest of your time on the best two, rather than spending three hours in the library reading four journal articles in detail.

Good clarity, greater capability, and self - confidence are all benefits of time management. You become more efficient and motivated when you are clear on how to use your time most effectively. You may do more by using time management, which also decreases procrastination and boosts productivity. By prioritising tasks and minimizing overwhelm, you can work efficiently and speed the accomplishment of your goals. Making the right choices is simple when you are aware of the most frequent errors. The importance of creating a deadline for what needs to be done and when it needs to be done assures that everything runs more smoothly and without as much stress on a regular basis.
Using tools like calendars, management apps, daily/monthly planners can save up time and productivity will be improved.

	
	

	



	What is time management?

	
	
	

	
	It is the act of planning and controlling 
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	Why is it important?
	

	
	
	

	
	It helps to make the best use of time 
	

	
	
	

	
	 
	

	
	How to manage time?
	

	
	
	

	
	Organise & Plan 
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