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Abstract— Time is defined as the duration in which all 

things happen, or a precise instant that something happens. 

One of the most essential life skill is time management. 

Time management is also life management. Learning every 

day how to make count for something is the objective. The 

article examines the reasons for the popularity of time 

management in this era. A successful transition from young 

to adulthood requires that a person finds a balance across 
competing activities in- order to accomplish their daily 

activities. We see the youth around us spend their time in a 

frenzy of activity but achieve very little because they are not 

concentrating on the right things. People are perpetually 

busy but it does not necessarily mean that they make 

optimum utilization of their time. Hence there is a great 

need for effective Time Management in our lives today. We 

keep hearing the word "Busy" a lot. There are two kinds of 

busy, chaotic, disorganized busy and calm effective busy. It 

goes hear the refrain that we without saying that being the 

latter take up. Improving our "effectiveness Quotient" calls 
for mastery of basic time management skills. We will be 

well on our way to the top if we know how to squeeze the 

most out of even a minute managing time. Time can be 

divided into three aspects for applying techniques of 

managing it; biological time that pertains to body functions. 

Social time pertains to self, family and society and 

professional time pertaining helps to pack in more 

productivity in your work. We constantly do not know 

where the time goes. Whether you are an executive, a 

student or a homemaker, you need to achieve more in every 

minute of the day and to enjoy each task that you time spent 

at work. It is essential to maintain equilibrium between these 
three aspects. Any imbalance may prove to be detrimental to 

one’s physical and mental health and can adversely affect 

the individual in the long run. It is essential, therefore, to 

allocate one’s time in balanced manner to the extent possible 

to all these three aspects. The most important of all the time 

management is the professional time. In this aspect, one has 

to manage time during the fixed working hours. Your aim 

should be to optimally utilize the available time for 

maximum productivity. It is, therefore, essential to plan 

one’s work on daily basis and time taken to carry out the 

work in an efficient manner. Also identify the ‘time wasters’ 
and make efforts to eliminate or reduce them. This will help 

in a great deal to increase the efficiency of your work and 

you will be cynosure of all eyes for producing maximum 

output during the given time.  
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I. INTRODUCTION 

Time Management has become a globalized problem in this 
era. The first thing to bear in mind is to question whether 

you have a personal sense of time or a time log. This helps 

you to keep track of how you spend each hour. There is a 

way to do this. 

Divide each day for a period of two weeks into one 

hour intervals and jot down what you do in them. You can 

sub divide the activities under such headings as biological 

time, social time and professional time. 

At the end of the week, examine your time log of 

time spent on business meetings, writing, phone calls, 

making, reading, time spent with the family etc. This will 

tell the story of your daily life activities. 
What you may find is that very little time goes into 

top priority activities that are professional time and more 

into activities which can be called as waste of time, such as 

phone calls, coffee breaks, chatting with friends etc. 

II. MASTERING TIME MANAGEMENT SKILLS 

Now it is the time to analyze what activities is a waste of 

time and what is useful utilization of time and you need 
more time for such purposes. Then try to cut down time 

spent on useless activities if you cannot stop doing them 

altogether and concentrate on increasing the productive part 

of the time. 

Once you have prioritized your time well with 

efficient time management, you will find your efficiency 

level has arisen to greater heights and you will be an 

achiever in the end. With the right time management 

techniques, you can take control of your time, making your 

work efficient, productive, and relatively stress-free. The 

following time management tips can help ensure you get 

your work done when you’re in the office, so you can enjoy 
your time away from work as well. 

A. Set goals 

Goal setting is crucial to any good time management 

strategy. To make sure you’re engaging in activities that 

support your business goals, both short- and long-term, you 

need to define those goals in terms that are clear and 
attainable. After all, if your goal is to just “to grow your 

business,” you might find yourself overwhelmed and not 

know where to begin. 

To counteract this paralysis, many companies find 

that the SMART goals methodology helps keep them on 

task and on track. Standing for “Smart, Measurable, 

Attainable, Relevant, and Time-bound,” SMART goals 

provide clear, step-by-step tasks to help you get where you 

need to go. 

For example, a SMART goal might be: “Increase 

traffic to my website from 1,000 to 5,000 unique monthly 
visitors in the next six months.” When broken down, we can 

see that this is, indeed, a SMART goal: 

 Specific: The goal states exactly what needs to be 

attained. 

 Measurable: The goal can be measured with a specific 

tool, in this case, Google Analytics. 

 Attainable: Rather than vaguely wishing to increase 

visitors — or setting a goal too high to reach — this 
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goal states a specific number that is well within the 

realm of possibility but still ambitious. 

 Relevant: Instead of measuring something like site 
sessions or overall site visitors, the goal is to reach 

potential new customers — always crucial when 

growing a small business. 

 Time-bound: There is a due date set at the end of six 

months to attain this goal. 

Once you’ve set your SMART goals, you can work 

backward to determine the individual steps you’ll need to 

achieve your goals. Everything else is a potential time-

waster. Your daily plan should revolve around working on 

tasks and activities that directly relate to growing your 

business and generating revenue. 

B. Prioritize wisely 

Once you’ve set your goals and determined the individual 

tasks you need to complete to achieve them, it’s time to 

prioritize. Of course, you want to make sure you’re getting 

things done, but they should be the right things. 

Stephen Covey—author of the classic The 7 Habits 
of Highly Effective People and co-author of First Things 

First—offers advice on how to work through your to-do list 

based on urgency. His advice is to evaluate what’s on your 

plate, placing each task into one of the following buckets: 

 Important and urgent: If a task falls into this category, 

you know it must be done right away. Focus your 

energy on completing your most important and urgent 

tasks before moving on to less time-sensitive items. 

 Important but not urgent: These are tasks that may 

appear important, but upon closer examination, can be 

postponed to a later date if necessary. While these items 
are likely integral to smoothly run your business — 

perhaps you need to update your website or find a more 

efficient payroll solution — they are not do or die. 

 Urgent but not important: Tasks that make the most 

“noise,” but when accomplished, have little or no 

lasting value. In this category, you might find a sales 

call from a potential vendor seeking to work with you, 

or perhaps a coworker drops by your desk unexpectedly 

to ask a favor. Delegate these tasks if possible. 

 Not urgent and not important: Low-priority stuff that 

offers the illusion of being busy. Do these later. 

 Write down your three or four “important and urgent” 

tasks that must be addressed today. As you complete 

each one, check it off your list. This will provide you 

with a sense of accomplishment and can motivate you 

to move down the list, so you can also tackle less 

essential items in a timely fashion. 

C. Just say no 

You’re the boss. If you have to decline a request in order to 

zero in on what’s truly important and urgent, do not hesitate 

to do so. The same goes for any projects or activities that 

you’ve determined are headed nowhere. Be prepared to cut 

your losses and move on to more productive tasks. 

D. Plan ahead 

One of the worst things you can do is jump into the workday 

with no clear idea about what needs to get done. While it 

might seem like a waste of time to take five to ten minutes 

to think ahead rather than getting straight down to business, 

you’ll be surprised at how much more efficient you can be 

just by dedicating a little time to planning out the rest of the 
day. 

If you plan your time wisely, you can focus on one 

task at a time, rather than wasting time jumping from one 

thing to the next (and rarely completing anything). This 

allows you to work smarter, not harder. Depending on your 

personality, make one of the options below part of your 

daily routine: 

 Plan the night before: At the end of the day, take 15 

minutes to clear your desk and put together a list of the 

next day’s most pressing tasks. It’s a great 

decompression technique, and you’ll feel better sitting 

down at a clean desk in the morning. 

 Plan first thing in the morning: Arrive a few minutes 

early and assemble your prioritized to-do list (see tip 

two). This may prove to be the most productive part of 

your day. 

E. Eliminate distractions 

Start paying attention to the number of times someone 

interrupts you when you’re in the midst of an important task. 

Track self-induced interruptions, too, particularly those of 

the social media variety. Your smartphone is extremely 

useful, but it’s also highly addictive and among the most 

insidious time-wasters known to man. 

It may take a massive exercise in will power, but 

shut the door and turn off your phone to maximize your 

time. Instead of being “always on,” plan a break in the day 

to catch up on email, make phone calls, talk with staff, etc. 

F. Delegate more often 

If you’ve hired talented, dedicated employees, one of the 

most impactful management tools available to you is the 

power to delegate. Running a successful small business 

depends on the owner’s ability to think about what lies 

ahead and not get mired down in day-to-day operations. 

Look for opportunities to pass responsibility for specific 
tasks to others on your team. That’s what you hired them 

for, isn’t it? 

G. Track your time 

How many productive minutes are you actually packing in 

each week? Time tracking is an extremely effective tool to 

help you gauge exactly how much time a single task takes 
you. With a simple timesheet tracker, you can quickly and 

easily clock in and out of various tasks or projects 

throughout the day. 

Switch jobs or tasks with just one click using the 

TSheets mobile app or track time directly from your 

desktop. Then generate robust, real-time reports to see 

exactly where you’re spending your most valuable asset — 

and where it’s being wasted. 

H. Take time for yourself 

This tip is often forgotten in the hustle and bustle of running 

a successful business. However, taking care of yourself — 

i.e. getting plenty of sleep and exercise — is critical to 

maintaining any upward growth trajectory. 
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In fact, one Harvard study found that insomnia can 

cause the average worker to lose up to 11.3 days of 

productivity each year, while another study found that 
regular exercise helps improve concentration, sharpen 

memory, speed up your ability to learn, and even lower your 

stress levels. 

Making sure you have some free time each day to 

spend on the people and things you love outside of your 

business is important for your mental health, and can help 

keep you energized and passionate about your work. After 

all, it’s important to keep things in perspective. You chose 

to become a small business owner, and every day you get to 

wake up to a day full of the possibilities you created for 

yourself. 

III. TIME MANAGEMENT STYLES 

Not all time management techniques are suitable for 

everyone - we don't all work the same, so we don't all face 

the same time management issues. Everyone has a 

prevailing time management method of dealing with work, 

i.e. a time management style, one that brings its own time 

management issues - if you think about it, you may find that 

you're a: 
Time Martyr: You fill your schedules with requests 

from others, instead of focusing on what's important to you. 

Your own tasks feel like too much responsibility, so you 

jump at the chance to take on anything else - you gain 

validation from others, but neglect the tasks that would 

bring you self-validation. 

Issues: multitasking, missed deadlines, ineffective 

scheduling, skipping breaks 

Procrastinator: Time Martyrs at least tackle other 

people's tasks - Procrastinators delay work on everything 

remotely important to anyone. Some claim they work better 

under pressure, but the results they get are often dampened 
by the stress and anxiety this practice brings. 

Issues: missed deadlines, ineffective scheduling, 

multitasking 

Distractor: Your heart's in the right place, but 

you're easily distracted. A random request from a colleague 

is as likely to catch your fleeting attention as is a 20-minute 

phone call from your proprietor. 

Issues: multitasking, missed deadlines, ineffective 

scheduling 

Underestimator: You estimate that handling a task 

will take you much less than it actually does - you rarely 
live up to your optimistic deadlines. 

Issues: missed deadlines, ineffective scheduling 

Firefighter :You try to tackle everything on your 

own, right now - you're constantly putting out "fires" left 

and right, and don't feel fulfilled unless you're working on 

10 tasks at once, and feeling "busy". Once you're done with 

that, you simply ask: "What's next?" - which is a practice 

that will lead you to burnout, sooner or later. 

Issues: missed deadlines, skipping breaks, 

ineffective scheduling 

Perfectionist: You're similar to the procrastinator 

and distractor, but your inability to finish a task at least has a 
noble cause - you want everything to be perfect. You'll work 

overtime, and invest all your efforts into delivering a high-

quality project - but you often don't know how to quit while 

you're ahead, so you may miss your deadlines and risk 

burnout. 
Issues: missed deadlines, skipping breaks 

IV. PURPOSE OF TIME MANAGEMENT: 

There are many ways time management can help us in our 

life 

Saving Money: We are well accustomed with the 

saying “Time is money” so if we work efficiently using time 

effectively makes our work profitable. 

Meeting deadline: Time management is an 
essential skill if we want to meet our deadlines. 

Achieving our goals: We can achieve our goals if 

we have enough time to take steps to achieve it. 

Enjoying our leisure time: When we manage our 

time well we do have plenty of time left over to relax in 

Effective time management techniques: There are 

plenty of time management techniques based on approved 

time management best practices: 

 Writing down what you need to do today 

 Working on important and urgent tasks first 

 Saving time for priority tasks, routine tasks, but also 
breaks 

 Proper stress management 

 Proper team management 

 Tracking project progress and identifying lag 

Make a plan: Knowing your priorities will help you 

to see where you need to apportion most of your time. 

Take stock regularly: pause at regular intervals and 

see whether you are in a track and if not be prepared to 

make adjustments to your style of working 

Delegate tasks: working as a part of a team will 

help you to use time efficiently. 
Do not waste time: Do check your regular time 

table and erase the activities from your schedule which are 

time killers. 

V. CONCLUSION 

Time management is a very important skill to be learned and 

to be mastered in order to have a better lifestyle. By 

managing well time, you will no longer suffer from stress 

and your works/tasks will be done on time and with great 
quality. Remember that it is important to have the attitude to 

change your schedules and to change procrastination. Also, 

take into account all of the explained strategies that are very 

helpful to achieve a better time management.  
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