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Introduction
In time management there is organization and planning. You end up working smarter and not harder with tight times and high pressures. There is a plan and control on the spending of time. Wonderful time management has shorter periods, stress is lower, and leads to career success. It is important to manage time. Good time management makes you efficient, productive with less stress, and more successful in life. Time can be managed beneficially in the following ways:
· Reduction of anxiety is a tangible process. There is avoidance of stress and worry about getting things done. 
· More time can be had with management. Effective time management leads to hobbies and other pursuits.
· More opportunities can be had without wasting on trivial activities. There is priority and scheduling of work.
· Goals and objectives can be managed in a shorter length of time. 
Time can be managed wisely with the setting of goals, wise prioritizing, setting a limit, taking a break, organization, and removal of non-essential activities. 
[bookmark: _GoBack]On the other hand, burnout is a state of chronic physical and emotional exhaustion that is often caused by prolonged stress or frustration in the workplace. It can make feel overwhelmed, drained, and unable to meet the demands of job. It is very important to recognize the signs, identify the symptoms of burnout, such as feeling constantly tired, lacking motivation, becoming irritable, or experiencing physical symptoms like headaches or stomach-aches. Acknowledging the issue is the first step towards addressing it. Stepping away from desk or workspace, even for a few minutes, can help recharge and reduce stress. Create a separation to allow time to relax and engage in activities outside of work. Sharing feelings can provide with emotional support and different perspectives on how to manage this situation. Get enough sleep, engage in regular exercise, eat a balanced diet, and engage in activities that bring joy and relaxation. Research resources or programs offered by employer, such as stress management workshops, or employee assistance programs. These resources can provide the employers with additional support and coping strategies.
[bookmark: _Toc119942013][bookmark: _Toc138371552]Description 
Learning how to manage time is a challenge I have dealt with in recent times quite often. I have had ample motivation. There has been procrastination but there has been motivation too. Time management speaks to my values. I have said yes to certain categories of work and no to others with constant work. 	Comment by Christian Felices: This should just be a section where you describe an event. If it is time management-based, Describe an event/occasion where time management was bad, what was it? Who was involved etc
During a period when I was employed, I was the type of person who did not refuse any task given by the boss. Most of the time I was exhausted, and I didn't know how to finish everything. If I refused, I felt ineffective and I didn't like this feeling at all, until one day when I chose to give up thinking only of those around me and put myself and my time first. I have realized I cannot do everything. Therefore, I take pleasure in doing a small number of things. This is one of the toughest time management lessons I have learned. 
After this unpleasant event in which I actually collapsed at work, I understood that time can be managed much better to help me and not to destroy me. I have set out boundaries and protected my time. I have turned down people who wanted favors from me and it has been a learning experience on how to conserve time. I have come to recently realize how valuable my time is, and it has helped me with the turning down of requests.
I have learned to say no to certain requests. Sure, it can be tough and there is an element of non-comfort in it but at least I can safeguard my precious time with it. It is great time management to work only when is required about technology. There is a lot of change in expectations. I have set limits to my phone use; be it checking notifications or answering text messages. I have embraced a do not disturb mode. I set do not disturb to my phone an hour before going to bed.
[bookmark: _Toc119942014][bookmark: _Toc138371553]Feelings 
My feelings when I was the best and jumping employee were ones of elevation. I believe that nothing in that company can move without my help. Of course, it was an untrue feeling, because each employee has his own merit and is in that place with a well-defined purpose.
When I realized that my body was actually giving in from so much work and that I could no longer manage the amount, I thought I was lost, that everything was falling apart around me and all I could think about was how much I was disappointing my boss. I didn’t know how I can go and tell her, the one who never refuses, that I can’t and don't know how to manage my time anymore in order to complete my duties.
After we discussed and told her that I can't anymore, she understood me and helped me a lot, taking care not to ask me to do many tasks anymore. After all the restlessness and disappointment passed and after my body managed to rest, I understood that it is never a bad thing to recognize your limits and that you feel much better when you are rested and with a clear mind.
At the time of time management, I felt less stressed out. My stress levels went down. I scheduled smaller parts of my day with more time to deal with issues. With projects taking longer than expected I could schedule more time. I had confidence I could finish the work in time. My work was better planned with software and to-dos. I had a feeling that I could use more energy in my free time. Time management allowed me the completion of tasks (Griffin, 2021). 
[bookmark: _Toc119942015][bookmark: _Toc138371554]Evaluation 
As a simple assessment, everything went in the right direction and everything was in a good way. After this overloading event that I went through, only good things happened both for me and for the company. It wasn't right to do more things and maybe all of them wrong, which would have led to problems when I can do fewer things that belong only to me and they should be done at a very high-quality level. Quality is always the best choice instead of quantity.
[bookmark: _Toc119942016][bookmark: _Toc138371555]Analysis 
Strategies to manage and reduce work overload include: 
1. Prioritization and time management: Identifying and focusing on high-priority tasks while effectively managing time can help individuals handle their workload more efficiently. 
2. Effective delegation: When possible, delegating tasks to other colleagues.
3. Setting realistic expectations: Clear communication between employees and managers regarding workload expectations and deadlines can help prevent excessive demands. 
4. Support: Employees should feel encouraged to seek assistance or resources when needed, whether it's from colleagues or supervisors.
Work overload is a complex issue that requires attention and proactive measures to mitigate its negative impacts. By promoting a supportive work culture, providing adequate resources, and implementing strategies to manage workload effectively, organizations can help individuals maintain a healthy work-life balance and improve overall well-being and productivity.
[bookmark: _Toc119942017][bookmark: _Toc138371556]Conclusion 
The use of time gives the impression of management. Job satisfaction was high when there was a perception of control of time. There are new definitions for the management of time and directions of research from the future. More methods of analysis are required in future research. It might lead to the clarification of perception effects and performance (Ho, 2013). From a practical perspective, there is an identification of reviews of time assessment. Other positive outcomes might be derived by the setting of goals, planning, priority, and monitoring the tasks in the organisation. It is necessary for us to be the main organizers of our powers, because only we know what our priorities and possibilities are in completing a work.
Action Plan 
A plan in this situation is to do everything possible to avoid such a problem called burnout, periods of work overload can contribute to burnout, which is a state of chronic exhaustion, cynicism, and reduced effectiveness. Because can significantly decreased productivity, increases stress, reduced work-life balance and decreased job satisfaction and engagement.
With the right time management skills, I plan to plan my activities more smoothly. There are more results in the long run, and I can ensure that my efforts would be in the right direction. I can consider goals that are both short-term and in the long range. I will slowly eliminate all tasks which are not necessary in my all life. There would be an analysis of routine for efficiency, because I think I lose to much time before to go to work. I try to consolidate tasks that would take me less time and stop wasting precious time. With efficiency in skill, time is saved.
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