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Time management what is it? 

Time management refers to the process of 

planning and organizing how much time 

you spend on various activities in order to 

be more efficient and effective in 

achieving your goals. Effective time 

management involves setting priorities, 

establishing a schedule, and using 

techniques to minimize distractions and 

interruptions. 

Time management helps you to be more 

productive and make the most of your 

available time. It allows you to better 

balance your work, personal and social 

life, and can help reduce stress and 

anxiety caused by feeling overwhelmed or 

having too much to do. 



Time management techniques can include 

creating a to-do list, setting deadlines, 

delegating tasks, prioritizing important 

activities, minimizing distractions (such as 

turning off notifications on your phone or 

working in a quiet place), and taking 

breaks to recharge your energy. By good 

time management habits, you can 

increase your productivity and achieve 

your goals more efficiently. 

 

Time management techniques 

There are many time management 

techniques that you can use to help you 

manage your time more effectively. Here 

are some popular ones: 

1. Create a to-do list: Make a list of all the 

tasks you need to complete and prioritize 



them according to their importance and 

urgency. 

2. Use a calendar or planner: Use a 

calendar or planner to schedule your tasks 

and appointments. This will help you to 

stay organized and ensure that you don't 

miss any important deadlines or events. 

3. Set goals: Set clear and specific goals for 

yourself, and then break them down into 

smaller, more manageable tasks. 

4. Prioritize: Focus on completing the 

most important tasks first. This will help 

you to make progress on your most critical 

projects and avoid procrastination. 

5. Minimize distractions: Remove any 

distractions that could disrupt your 

workflow. This could include turning off 

notifications on your phone, closing 



unnecessary tabs on your computer, or 

working in a quiet place. 

6. Take breaks: Taking regular breaks can 

help you to stay focused and avoid 

burnout. Consider taking short breaks 

every hour or so, and longer breaks when 

you need to recharge your energy. 

7. Delegate tasks: If you have too much on 

your plate, consider delegating tasks to 

others. This could include hiring a 

freelancer or virtual assistant, or simply 

asking a colleague or friend for help. 

Remember, the key to effective time 

management is finding the techniques 

that work best for you and consistently 

practicing them. 

 

 



Tips how to manage your time better 

Here are some tips to help you manage 

your time better: 

1. Set clear goals: Set clear and specific 

goals for yourself, and then break them 

down into smaller, more manageable 

tasks. This will help you to stay focused 

and motivated. 

2. Prioritize: Focus on completing the 

most important tasks first. This will help 

you to make progress on your most critical 

projects and avoid procrastination. 

3. Create a schedule: Use a calendar or 

planner to schedule your tasks and 

appointments. This will help you to stay 

organized and ensure that you don't miss 

any important deadlines or events.  



4. Use time-blocking: Time-blocking 

involves scheduling specific blocks of time 

for specific tasks.  

5. Minimize distractions: Remove any 

distractions that could disrupt your 

workflow. This could include turning off 

notifications on your phone, closing 

unnecessary tabs on your computer, or 

working in a quiet place. 

6. Take breaks: Taking regular breaks can 

help you to stay focused and avoid 

burnout. Consider taking short breaks 

every hour or so, and longer breaks when 

you need to recharge your energy. 

7. Learn to say no: If you're already 

overwhelmed with tasks, learn to say no 

to new requests or commitments. This will 


