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Time management is important in any situation andtrpeople have difficulty
getting started. Time management is a skill that lyave to learn. Time management
Is a life style. The best place to begin workingtiome management is by changing
your behaviors and your environment. The definimbime management is: getting
everything done in the allotted amount of timas l& budgeting process of effectively
using the time you have and getting rid of “uséléisse. Organizing your activities
In a sequence is that best utilizes your time. Timanagement includes your
personal life and business life. Time managemeaeffisiency of your time. Analyze
your current time and think how you can make betser of your time.

Time-management is a vital skill, one that will becessary in your chosen
career as well as in university. People have dffetime clocks and what works for
one student might not work for you. The followinge asome time-management
strategies that you may want to incorporate intor yone-management routine.

Some basic strategies:

1) Keep your long-term goals in sight. Map a plandbieve your goals.

2) Schedule everything you know about! Use a caletolavrite down class
times, work times, social events, and breaks. Wigeoming events span beyond
the current month, write them into empty calendacks.

3) Start tomorrow at the end of today. Plan each dastisg with when you
intend to get up. Use a “to do list” for daily aaties. Put scheduled events into their
appropriate time slots and prioritize the restadirylist.

4) Work your plan. Often it's easy to stop a task andhediately deal with
what we think is a small interruption. However, stimes small interruptions
snowball into big time consumers. Work your day cadmg to your plan. If
something new needs attention, wedge it into yobedule or if it is an immediate
emergency, make sure you reschedule your currekt fdso, be sure to mark your
place. Write a note to yourself if need be.

5) Do the tough stuff first. Once, the worst part qfraject is over, the rest will
be a breeze! However, if the “tough stuff’ is kegpiyou from getting started, then
start with something easy to convince yourself yfoat can get the job done!

6) Break things down to the ridiculous. Dividing larggsignments into smaller
parts makes it easier to fit them into your schedir addition, you’ll benefit from a
sense of accomplishment as you finish each ph#iseallot more satisfying to
visualize what you have done than it is to agoonizer what remains to do.

7) Rules were made to be bent. Build some flexibility your schedule. Give
yourself extra time to cope with interruptions iouy schedule. As well as time to
work, build in some time to play. Scheduling reti@aal activities and regarding
them as important parts of your day gives you shingtto work towards.
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8) There’s always tomorrow. Like any other skill,akes time to learn how to
manage your time. Even time management experts Hays when their whole
schedule falls apart. If yours does, don’t quittiome management. Instead, pick up
the pieces and start again the next day. Review golbedules at the end of each
week to see what did and what didn’t work for yBuild on your successes as you
develop plans and time management strategies fomiag weeks.

So, for effective time management one needs to be:

- Organized - Avoid keeping stacks of file and heabspaper at your
workstation. Throw what all you don’'t need. Put orjant documents in folders.
Keep the files in their respective drawers withelalon top of each file. It saves time
which goes on unnecessary searching.

- Don’'t misuse time - Do not kill time by loiteringr @ossiping around.
Concentrate on your work and finish assignments tiame. Remember your
organization is not paying you for playing gamescomputer or peeping into other’s
cubicles. First complete your work and then do whet you feel like doing. Don't
wait till the last moment.

- Be Focussed - One needs to be focused for effeimiermanagement.

Develop the habit of using planners, organizensletéaop calendars for better
time management. Set reminders on phones or yosoma computers.
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30BHIIITHE CEPEIOBUILE, B AIKOMY HUHI (DYHKIIIOHYIOTh Pi3HOMaHITHI 3a (popMoI0
roCTOIapChKl OpraHizailii, cra€ SKICHO IHIIUM: TMOCTIMHO MIJABUILYETHCS CTYIIHBb
flor0 HEBM3HAYECHOCTI, 3'ABISIOTHCS HEBPAXOBAaHI YMHHUKH PU3HKY. YTIPABIIHHS Y
Cy4acHHMX yMOBax Mae OyTH OUTBII MPUCTOCOBAHUM J0 PUHKOBOI caMoperyJsilii. Bee
YacTilie rOBOPATh MPO HOBY POJIb MEHEIKMEHTY, HOBI MiIXOIU 10 CTPATEr14HOTrO
TJIaHyBaHHS W yTIpaBIIiHHS.

[Ipuknanyu BUKOPUCTAHHS CTPATEriuHOrO MIAXOAY MO0 YIPAaBIIHHS AUIOBUMHU
opranizamisiMu modanu mpoctexysatucs me B 20-30x pokax MHUHYJIOTO CTOMITTS.
AJe TOHATTS cTpaTerii yBIWIUIO 10 JIEGKCUKOHY MEHEXMeHTy juiie B 504 poxw,
KOJIM PEeaKIlisi KOMIaHii 1 (ipM Ha HECIMOMAIBaHI 3MIHM B 30BHIIIHBOMY PHUHKOBOMY
CepeI0BHILI Ha0ysIa BUKJIFOYHO BaKJIMBOIO 3HAaYeHHS [1].

3apyODKHUM TOCBiA Teopii 1 MPAKTUKK Cy4aCHOTO MEHEIKMEHTY CBITYUTH, 110
nepexig BiJl MOTOKOBOTO BHYTPI(ipMOBOro IJIAaHYBaHHS 10 JOBFOCTPOKOBOTO, a
MOTIM 1 CTpaTeriyHoOro B KpaiHax 3 PHUHKOBOK EKOHOMIKOK BHKJIMKAHHM
IPUCKOPEHHSIM TEMIIIB HayYKOBO-T€XHIYHOT'O 1 COIlaJIbHO-€KOHOMIYHOTO PO3BHUTKY,
MOCUJICHHSAM €JIEMEHTIB HEBU3HAYEHOCTI 1 HemepeadauyBaHOCTI IMICJS 30BHINIHIX
CTOCYHKIB. BupoOsneHHs 1 peanizamisi KOPIOpaTUBHOI CTpaTerii, sika Moria O Kparie
BIJIMTOBI/IaTH 30BHINIHIM MIHJIMBUM yMOBaM, CTaJI0 BUKIIFOYHO BaXKITMBOIO YaCTHHOIO
TISUTBHOCTI KEPIBHUIITBA O1JIBIIOCTI KOMITaHii [2].



