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USE OF BASIC PRINCIPLES OF TIME MANAGEMENT IN
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SPECIALISTS

Baxkynenxo /[.0.
cmyoeumxa epynu AI-20M-1, mazcicmp
LlenmpanvnoykpaincoKuti HAYIOHATLHULY MEXHIYHUL YHIGepcumem

M. Kponusnuyvkuii

The "distance education" on determination of E. Polat are a form of
studies, at that co-operation of teacher and students with each other at a distance
and reflects all the inherent components of the educational process (aim,
maintenance, methods organizational forms, facilities of studies), that will be
realized by specific facilities by internet-technologies or other facilities that
envisage interactiveness [5, p. 17]. Such a method of receipt of knowledge,
unlike an in absentia form, envisages not only a permanent self-education and
work with lecture material but also permanent contact both with teachers and
with other students. At a time when correspondence education is sworn in
communication with the teacher several times a year.

The controlled from distance education need independence, and if to
watch and execute all in time and discipline, it will be far easier to get used to
such types of studies.

When a student sees plenty of tasks and does not know that to do first of
all, then at this moment it is necessary to calm down and remember about time
management. In fact, due to this technique, it is possible to be productive,

correctly to organize the time and place priorities for implementation of tasks.
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For this purpose, it is necessary to take advantage of the basic principles
of time management.
1. Planning of time
Planning working hours is probably the most important rule of time
management. And ideally, it is necessary to plan not only working but also
personal time. Planning is the inalienable constituent of success and financial
independence.
Planning of business hours can be carried out by two methods:
e 0n a paper (in a notebook, organizer);
e in an electronic kind (in the computer or mobile organizer).
2. Placing of priorities
Another important principle of management of period of — ability
correctly to place priorities. It is better all to divide all tasks into two directions:
urgency and importance. Then, planning the working day, first of all, to write
important and urgent businesses into a plan, further to the extent of the slump of
urgency and importance decrease.
3. Rule of Pareto
There is the so-called rule of Pareto, which states that 20% of actions
bring 80% of the result, and, conversely, 80% of the effort spent brings only
20% of the result. Up to a point he can be applied and to the management
sometimes. The essence of this method of management of period consists in that
it is not needed to hammer in the head superfluous information, and the diary of
— by vain tasks. It is necessary to learn to distinguish "IMPORTANT".
4. From difficult to simple
At the planning of business hours, the most difficult tasks must be put at
the beginning of the day, and then to move to the end of the day to the extent of
the slump of complication. The fact is that at first a person has more strength,
and he will cope faster and easier with complex tasks.

5. Keep to the cleanness in the workplace
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On the face of it, this principle is difficult to attribute to the management
sometimes, however, he too is one of the methods of management of period.
Disorder in the workplace influences negatively on productivity, as simply
diverts attention.

6. Not to do many businesses simultaneously

The theory of management of period talks that it is impossible to endeavor
in a new job (and the anymore — a few), not making off an old woman. If
simultaneously to grasp at a few difficult matters it substantially will debase
their implementation and will increase the common time of your work in
comparison to the implementation of all tasks in order.

7. Break up a difficult task into simple

An extraordinarily effective instrument of management of time is for the
decision of tasks that seem unsolvable is to break them down into a few simpler
and feasible ones.

8. Explain itself

Internal motivation (or self-motivation) it that factor that will allow to
work and use the time more effectively and with a greater return [3].

Considered basic principles of management of period, it is possible to
come to the conclusion, that a time management sometimes plays a leading role
organization of the controlled from distance studies.

But, it is needed to remember, that all receptions, technologies, rules and
methodologies of time management, will be effective only then, when them will
use in practice.
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CAMOOCBITA K OIUH 3 OCHOBHUX METOJAIB
HABYAHHS
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XapkiecoKuii HayioHAbHUL YHIgepcumem 0y0i6HUYMBEA ma apximexmypu

Benuke 3HaueHHs B MIJBUIIEHHI PIBHS CAMOOCBITH Ma€ CHUIKYBaHHS IO
€JIEKTPOHHIN MOIITI, Y4acTh y yaTax, (opyMax, MaiicTep-Kiacax, TeMaTUUYHUX
BiJIeOKOH(epeHIliax, BeOiHapax, ceminapax. Haremep y mMepexi CTBOPIOIOTHCS
daxoBi 00'eqHAHHS, TPYIH 1 CHIJIBHOTH, YYACHUKU SKUX, CIUIKYIOUHUCh, MAIOTh
MOJKJIMBICTh YJOCKOHAJUTH CBOi 3HAHHSA, BUKOPHCTATH iX Ha MPaKTHII,
OOrOBOpPUTH 3 KOJETaMH Ti MPOOJIEMH, SIKI X XBHWJIIOIOTH: BHUPIIIATH CKIIAJHI
KJIIHIYHI 3aJlayl, MPOBECTHM KOHCYINbTalli 3 mnpodecioHanamMu, MOAUTUTUCS
JIOCBIJIOM.

CryaeHT 3akiiaqy BHUIIOI OCBITHU Ma€ KEpyBaTUCA y CBOIM Mi3HABaIbHIN
JUSTBHOCTI TaKMMHM TPUHIMIAMH CaMOOCBITH: Oe€3MepepBHICTh HABYAHHS,

IIJIECTIPSIMOBAHICTh, 1HTETPATUBHICTh, €IHICTh 3arajdbHOI Ta TpodeciitHoi

156



