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1. Introduction to an essay of Time management and Team Working

As we live in a time viewed as a post-modern consumerism driven machine, fed with the exchange of capital and goods, at the “speed of light”, I posture myself around a problem of competence. How can a human being be perceived as successful from withing or outside of itself? “Time is money”, “Sleep more, work less” culture is certainly defining what it is that makes one worthy and success is derived out of those values. How can I make my time worth more? How can I work more, while I work less? These questions arise when the pressure of competition with others threatens my existential being. The idea of working on myself, working on my competencies and abilities, is inevitably bound with two concepts. How to Manage my Time more efficiently and how to work in an environment with others?
The concept of time management is explored scientifically since the 1950s, and I will list several researchers that speak about disposition of time management as personality traits, as well as delve deeper into the theory of time management. I will try to answer the question whether we can manage TIME itself, or is it our behaviors around perceiving time that can be managed? Further I will include several methods, tools and organizational techniques of how to be successful at managing time, thus enhancing job performance, academic achievement and wellbeing.
Even if we become experts at time management, we live a social environment surrounding ourselves with others. As humans, we owe our history and civilization on the ability to work together in order to achieve collective goals. This by no means changes today. With the technological development, we are not left to only to rely on each other, but we have the ability to create an array of agents to help us perform successfully at the task we are given. This creates different ways of team working, combining human, agent, and human-agent teamwork. Explaining these concepts will follow bellow in this essay.






2. Team Working

Introducing the concept of “Team working” requires a distinction of the idea of a “Team” vs a “Group”. One is a collection of people with distinctive thoughts, ideas and abilities, gathered around a common purpose with a willingness to share those thoughts and ideas in order to help increase the abilities of other team members. While the other lacks the component of mutual benefit between the members. While reviewing the literature regarding team working, I came upon a categorization of the Idea into three subsequent categories: Human Teamwork, Agent Teamwork and Human- Agent Teamwork. Each category represents a model which is thoroughly researched and through my own deduction I will try to explain these three models further in this essay.  Agent teamwork is defined as “a set of agents having a shared objective and a shared mental state” (P. Cohen, 1997). Human Teams is defined as “a distinguishable set of two or more people who interact dynamically, interdependently, and adaptively towards a common and valued goal/objective/mission”. (E. Salas, 1997).

2.1 Human Teamwork

Authors have divided human teamwork into three dimensions: cognition, skills and attitudes (J.Cannon- Bowers, 1995). 
Cognition is a way of gathering information about the given task. It includes information about the teams’ mission, objectives, problem models, resources and norm. Experienced teams develop an understanding of shared mental models used to synchronize behaviors by predicting and anticipating each other’s needs and adapting to task demands. (Schooler., 2004) Coordination is divided in two facets: Explicit, which occurs through externalized verbal and non-verbal communications, and Tacit, which is thought to occurs through the meta-cognitive activities of members who share same ideas of what should be done, when, why and by whom. (E. Entin, 1999). Two important elements which make a communication successful between humans are: 
· The ability to establish a general understanding of what the other individual is discerning
· To determine what the intentions of the other are.
Skills include a set of operationalized actions which include the ability to adapt, to monitor the performance, leadership, interpersonal coordination and communication patters. The last component which is Attitudes, measure the feelings of the members about the team, such as: team unity, mutual belief and the significance of teamwork. 

2.2 Agent Teamwork

Agent teamwork is a team behavior which has these distinctive features: 
The agents require to share same objectives. They need to have the same total plan, and lastly, they need to have situational awareness or information of the setting in which they are behaving. The agents need to have the same aim to implement the plan in order to reach their mutual goal. The members must share awareness of their capabilities and divide their role-fulfillment. Fourth. Self- monitoring, or the ability to assess their own progress towards the team goal. (Cohen, 1991). To be an effective member of the team, aside of performing accordingly, the agent must be able to receive responsibilities from the others. The agents must be able to give information about the results of their activities to other participants, to screen team activity, and envoy assignments to the rest of the team. A condition for an agent to perform task allocation is: to understand which responsibilities it can perform; which of its goals require actions that can be completed by others; and who can execute a given job.

2.3 Human- Agent Teamwork

According to Sycara and Lewis (Lewis, 2002), “agents in a human- agent team can have multiple roles. They can have the role of an individual assistant, a team assistant and equal team member. As an individual assistant, the agent provides individual assistance to a human”. In other words, it cooperates with only one person, indifferently of whether he is in a team or not. In the second role, the agent cooperates with all team member. In the third role, the agent acts as an equal team member allowing it to perform anthropogenic tasks as reasoning. These so called “intelligent agents” are used to act or to play as opponents, team members, or as trainees to their colleagues.


3. Time Management

Thus, we inadvertently arrive to the topic of time management. Following the idea of human-agent teamwork we can conclude that time is a primary factor of introducing these “intelligent agents” in performing our tasks. Time management is defined as a “form of decision making used by individuals to structure, protect and adapt their time to changing conditions”. (Aeon B, 1988) This comprises of organizing, arranging and budgeting of time for the goal of being more productive. Time management is comprised of three components : structuring, protecting and adapting time. When speaking about structuring time we are referring to having a daily routine, some sort of a schedule for the main activities throughout the day. When speaking about protecting time, we are refiring to having mechanisms in order to adhere to our plan, such as saying “No” to people. Adapting time is referring to how well we can adapt our schedule to changing conditions. These same researchers suggest that time management influences performance. 
Other researchers examined time management behaviors in university students and staff in relation to stress and effectiveness in performing tasks. They came to a conclusion that “a clear sense of career purpose” is most important in the hierarchy of behaviors. They also concluded that female students report better time management than males, and that mature students are better in time management than younger students, but that there is no correlation with academic results.
There is a surging amount of acknowledgment of importance for time in organizational research. This newly acknowledged chronological breadth of work becomes significant because of the global market and the demand for “immediate availability” of goods. During the past 20 years, the pace of life has increased ten-fold compared to the past, which is shown in the need for doing things faster, the tendency to sleep less, eat faster. The phrase time is money says it all in this capitalistic society where more is less. The rise of significance of time is echoed in practice as in theoretical publications. Researchers have been interested in time management since the 50s, although in naïve ways. Since then, they suggest simple solution for example: using a pen and paper in order to be more productive. 
One of those researchers (McCay, 1959) developed a concept for a training program around time-management. Relevant to this day, its elements are: changing time expenditure, giving insight into time-consuming activities and increasing workday efficiency. These are accomplished by coaching individuals how to make day-to-day scheduling, how to prioritize tasks, and how to deal with unforeseen issues. Time management by itself is false, because time cannot be managed, thus the only thing that can be managed is the person who is dealing with time. Time management, from this perspective, is reduced to a way of controlling and monitoring time. According to this we are speaking of managing one-self with an accent on performing tasks within a time frame.  In conclusion, the true definition of time management is behavior which purpose is an effective usage of time while executing activities ascertaining to a goal.  These behaviors comprise:
· Time assessment behaviors 
· Planning behaviors
· Monitoring behaviors
In other words, there are behaviors through which we become aware present and future goals, and we also develop self-awareness of how we use our time. Planning behaviors are comprised of setting goals, prioritizing, making to-do lists, grouping and planning tasks in order to effectively use our time. And lastly, monitoring behaviors aim at observing ourselves and how we use our time while we perform activities, thus generating feedback that we use in the future of planning our behavior.

3.1 Dispositional Characteristics of Time Management

Bond and Feather (Bond, 1988) encompassed precursor variables, for example extraversion and neuroticism which relate to time management or time structure. They established that time structure was corelated positively to sense of purpose in life, type A behavior and self-esteem, and negatively corelated to neuroticism including anomie (which is “the individual generalized sense of self-to-others alienation”). Other researchers (Francis-Smythe, 1999) introduced a five-factor scale of time personality comprised of: Punctuality, Planning, Polychronicity and Impatience. Planning was viewed as an attitude toward preparation and organizing tasks beforehand. They proposed that individuals who get high scores on planning, punctuality, and polychronicity have a higher need for managing the circumstances and use these to attain control. Individuals who viewed themselves as good doing time management practices, assessed the time duration more precisely than those who didn’t perceive themselves as practicing time management behaviors, but tended to undervalue transitory time.
To sum it up, researches determined that time management practices have a positive effect on outcome, stress and performance related acts, but the results pertaining to performance appeared to be of least significance among the three categories.
There are many tools and organizational techniques to improve time management. According to the Project Management Institute there are several elements involved in time management: 1. Define activities; 2. Sequence activities; 3. Estimate activity resources; 4. Estimate activity durations; 5. Develop schedule; 6 Control schedule. By clearly defining the activities, we can identify the boarders of our tasks, segregate them from each other and prioritize them by order of importance. After we can estimate the time needed and other resources available in order to fulfill each task.


4. Conclusion

I have given only a glimpse into the research that has compiled since the middle of the last century on the topic of Time Management, as well as scratched the surface of human-agent teamwork interaction which is the “hot-topic” over the past 20 years. The technological progress driving the changes in the society we live in, certainly allows for more sophisticated and “intelligent- agents” to be invented which help us in greatly increasing the performance of old and new tasks.
Now, finally, as a student, the importance of time management is dependent on the student’s disposition. Personality factors play a major role in how well the implementation of time management strategies result in better performance of the given tasks. In most situations, estimating the time and resources needed to a complete a given task will provide the greatest benefit for a student, because the ultimate goal is to complete a certain task within a time frame. The success of a task, for students like myself, is strictly driven by the factor of motivation. Motivation mostly comes from perceiving the passion and competency of the lecturer, or interest outside of academic achievement.
On the other hand, understanding teamwork, especially the human-agent teamwork environment is of utmost help for a student. Also, the ability to establish a general understanding of what the other person is thinking and to determine what the intentions of the other are, are of vital importance for a student not just as an academic, but also in dealing with social issues while studying.


5. My Personal Reflection

For the last part of my assignment, I will be using the Gibbs Reflective Cycle. I will use its cyclical models of reflection and will go through the stages one by one, exploring my experience of writing this essay.
I started exploring the topics which were given in the instruction. I was having a hard time choosing which two to write about, but while contemplating on the availability of data that I can get my hands on for my research, Time Management and Team Work jump out at me as most deeply connected. They made a lot of sense when put together, data wise. Team Work was as a subject, which I came in contact with, asking myself the question “Who can you work with?” and the topic of Time Management I saw, in the form of the question “How well can you perform the task at hand?”.  Those were my starting prejudices. I proceeded to dig through everything I can find to fulfill my curiosity regarding those questions.
I became interested and exited when I came upon the three categories of teamwork. Human, Agent and Human-Agent teamwork. As I continued reading it made perfect sense how can one differentiate between the three. It made me feel more curious and also feel like I’m on the right path. I felt that I found a way to relate with my task, and also the present. I related because the theory of human-agent interaction, felt real when I used my laptop to search, write, and it started autocorrecting my grammar with the spellcheck. It sounds stupid as I write it, but it made me giggle. Then I started reading about military implications of human-agent teamwork, and I felt I went too far for the purpose of this essay.  After I was done with the section of the essay around teamwork, I went on to answer my second question. Then I started getting frustrated. There were so many click-baits and life-coach/ guru populistic trendy information, that was hard to disregard. Then, when I was finally sick of the “hacks” to get you more efficient, I turned to the research. I went back to 1950s and the concept of time management, and I felt like I was staring at the idea being born. I jumped to personality and psychology research, which I found verry interesting and it made me feel like I finally found a way, beyond the populism, into something substantial.
It took a while for me to find motivation to start writing. Even though I was already well red on the topics I had chosen, it took me a while to get my anxiety down and start writing something. I jumped over “Introduction”, because I had no idea what to write. I felt I needed something substantial to which I can refer to later, when I write the Introduction. The topic of Team Work, went fast, it flew by so quick, I was feeling I was going to finish writing within a day or two, but then I hit a wall which took me a while to get through.
I think I was overestimating myself and wanted to finish faster than I should have at that point. I regrouped and continued. I was having a hard time with the citations and bibliography, probably because I wasn’t giving them enough attention.
To conclude, I had an awesome experience. I started it by finding a way to relate to the topics I chose. I went through a good amount of research, and had fun while writing it. I need to work on my wording, my form, and not to rush so much while writing. Time management is a good way to start working on that, funny enough. I contradicted myself on several occasions, but I don’t consider it a fault, just a part of my learning experience.
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