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“TIME MANAGEMENT”



IT SEEMS THAT THERE IS NEVER ENOUGH TIME IN THE DAY. BUT, SINCE WE ALL GET THE 
SAME 24 HOURS, WHY IS IT THAT SOME PEOPLE ACHIEVE SO MUCH MORE WITH THEIR TIME 

THAN OTHERS? THE ANSWER LIES IN GOOD TIME MANAGEMENT. 





BEING BUSY ISN’T THE SAME AS BEING EFFECTIVE. 



SPENDING YOUR DAY IN A FRENZY OF ACTIVITY 
OFTEN ACHIEVES LESS, BECAUSE YOU’RE DIVIDING 
YOUR ATTENTION BETWEEN SO MANY DIFFERENT 

TASKS. GOOD TIME MANAGEMENT LETS YOU 
WORK SMARTER – NOT HARDER – SO YOU GET 

MORE DONE IN LESS TIME. 



TIME MANAGEMENT” 
REFERS TO THE WAY THAT 

YOU ORGANIZE AND PLAN 
HOW LONG YOU SPEND 
ON SPECIFIC ACTIVITIES. 

 
 



IT MAY SEEM COUNTER-INTUITIVE TO DEDICATE PRECIOUS TIME TO 

LEARNING ABOUT TIME MANAGEMENT, INSTEAD OF USING IT TO 
GET ON WITH YOUR WORK, BUT THE BENEFITS ARE ENORMOUS: 

• GREATER PRODUCTIVITY AND EFFICIENCY. 

• A BETTER PROFESSIONAL REPUTATION. 

• LESS STRESS. 

• INCREASED OPPORTUNITIES FOR ADVANCEMENT. 

• GREATER OPPORTUNITIES TO ACHIEVE IMPORTANT LIFE 

AND CAREER GOALS. 



FAILING TO MANAGE YOUR TIME EFFECTIVELY CAN HAVE 
SOME VERY UNDESIRABLE CONSEQUENCES: 
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1. SET GOALS CORRECTLY 
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2. PRIORITIZE WISELY 
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3. TAKE A BREAK BETWEEN TASKS 

 



4. ORGANIZE YOURSELF 

 



5. REMOVE NON-ESSENTIAL 

TASKS/ACTIVITIES



6. PLAN AHEAD 

 





1. POOR WORKFLOW 

 



2. WASTED TIME 

 



3. LOSS OF CONTROL 

 



4. POOR QUALITY OF WORK 

 



5. POOR REPUTATION 

 



THANKS FOR YOUR ATTENTION! 


