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Imagine	starting	your	day	with	a	clear	plan,	only	to	find	yourself	overwhelmed	by	midday.	Does	this	sound	familiar?	But	effective	Time	Management	Skills	can	transform	such	chaotic	days	into	productive	ones.	By	prioritising	tasks	and	setting	realistic	goals,	individuals	can	complete	their	work	efficiently	and	enjoy	more	free	time.	This	blog	will	talk
about	practical	strategies	to	enhance	your	Time	Management	Skills,	help	you	manage	your	time	better,	lessen	stress,	and	increase	productivity.	Ready	to	take	control	of	your	schedule	and	make	the	most	of	each	day?	Let's	dive	into	the	world	of	Time	Management	and	discover	the	tools	you	need	to	succeed.	Table	of	Contents	1)	What	are	Time
Management	Skills?	2)	Why	are	Time	Management	Skills	important?	3)	Top	10	Time	Management	Skills	4)	How	to	Improve	Your	Time	Management	Skills?	5)	What	are	Three	Examples	of	Time	Management	Skills?	6)	Conclusion	What	are	Time	Management	Skills?	Time	Management	Skills	Guide	refers	to	a	set	of	abilities	and	practices	that	help
individuals	use	their	time	efficiently.	This	approach	helps	to	boost	productivity	and	achieve	your	goals.	Moreover,	by	mastering	these	skills	and	understanding	the	Principles	of	Time	Management,	you	can	make	better	and	more	informed	decisions	in	the	complexities	of	allocating	time.	This	ensures	that	you	can	focus	on	what	matters	most	and	maintain
a	healthy	work-life	balance.	Why	are	Time	Management	Skills	important?	Time	Management	Skills	are	important	for	gaining	both	personal	as	well	as	professional	success.	It	offers	multiple	benefits	for	enhancing	productivity,	reducing	stress,	and	elevate	overall	well-being.	Here	are	the	key	reasons	why	developing	Time	Management	Skills	is	so	useful:
1)	Reduced	Stress:	Proper	Time	Management	minimises	the	likelihood	of	feeling	stressed	by	tight	deadlines	and	commitments	assigned	by	the	organisations	to	their	employees.	When	tasks	are	organised	and	planned	in	the	right	way,	individuals	can	experience	fewer	anxiety	levels	and	are	able	to	approach	their	work	with	a	clear	and	focused	mindset.
2)	Improved	Focus	and	Concentration:	Time	Management	cultivates	discipline,	helping	individuals	stay	focused	on	tasks	without	succumbing	to	distractions.	Concentration	levels	are	heightened	by	setting	specific	time	slots	for	activities	and	eliminating	unnecessary	interruptions,	leading	to	better	quality	work.	3)	Goal	Achievement:	Effective	Time
Management	facilitates	progress	towards	long-term	goals.	By	breaking	down	objectives	into	manageable	tasks	and	allocating	time	towards	their	completion,	individuals	can	steadily	work	towards	achieving	their	aspirations.	4)	Opportunity	Maximisation:	Time	Management	enables	individuals	to	seize	opportunities	as	they	arise.	By	efficiently	managing
their	schedules,	individuals	can	make	room	for	new	ventures,	networking	opportunities,	and	personal	growth.	5)	Professional	Reputation:	Professional	reputation	is	reflected	in	a	positive	way	by	meeting	deadlines	consistently	and	gaining	the	ability	to	deliver	high-quality	work.	6)	Adaptability:	Effective	Time	Management	develop	adaptability	within
an	individual	during	the	course	of	unexpected	challenges	and	changes.	Individuals	who	have	the	relevant	Time	Management	Skills	are	better	equipped	to	adjust	their	schedules	and	priorities	to	accommodate	unforeseen	circumstances.	10)	Long-term	Success:	Mastering	Time	Management	stands	as	a	cornerstone	of	long-term	success.	By	cultivating
discipline,	organisation,	and	efficiency,	individuals	can	position	themselves	to	drive	sustained	growth,	achievement,	and	fulfilment	in	their	personal	and	professional	lives.	Ready	to	take	your	time	and	use	it	effectively,	refer	to	our	blog	on	Time	Management	Books.	Top	10	Time	Management	Skills	Mastering	these	skills	not	only	helps	improve
productivity	but	also	strengthens	one’s	professional	standing.	This	section	of	the	blog	will	help	you	understand	the	different	Time	Management	Skills	to	enhance	your	efficiency	and	elevate	your	performance:	1)	Setting	goals	and	priorities	Setting	goals	and	priorities	is	a	crucial	prospect	for	effective	Time	Management.	By	gaining	proficiency	in	Time
Management	Skills,	individuals	can	effectively	dedicate	their	time	and	energy	towards	activities	that	align	with	their	goals.	This	can	be	achieved	by	defining	specific	objectives	and	determining	their	relative	importance.	When	setting	goals,	it's	important	to	follow	the	SMART	approach,	which	stands	for	Specific,	Measurable,	Achievable,	Relevant,	and
Time-bound:	a)	Specific:	Goals	should	always	provide	clarity	and	direction	within	themselves	b)	Measurable:	Goals	should	allow	for	effective	tracking	of	progress	c)	Achievable:	Goals	should	be	realistic,	meaning,	you	should	be	thoroughly	aware	of	your	abilities	and	resources.	d)	Relevant:	Goals	should	align	with	one's	values	and	long-term	aspirations
e)	Time-bound:	Goals	should	have	clear	deadlines.	It	should	provide	enough	time	for	urgency	so	the	individual	constantly	works	towards	them.	Prioritising	tasks	is	equally	important.	Not	all	tasks	are	equally	important	or	urgent.	Therefore,	allocating	the	right	time	to	each	task	is	the	key	to	success.	It	involves	identifying	critical	tasks	that	directly
contribute	to	goal	accomplishment	and	giving	them	precedence	for	them.	Effective	strategies	for	setting	goals	and	priorities	include	defining	clear	objectives,	breaking	goals	into	manageable	milestones,	and	evaluating	their	importance	and	urgency.	Additionally,	considering	long-term	vision,	allocating	resources,	learning	to	say	“no”,	and	regularly
reviewing	and	adjusting	priorities	are	crucial.	2)	Planning	and	Scheduling	Planning	and	scheduling	are	the	two	critical	components	of	effective	Time	Management.	They	involve	creating	a	roadmap	for	accomplishing	tasks	and	allocating	time	for	each	activity.	When	it	comes	to	planning,	it	is	important	to	start	with	a	clear	understanding	of	the	tasks
that	need	to	be	accomplished.	This	involves	breaking	down	bigger	tasks	into	smaller	steps.	By	defining	the	specific	actions	required,	you	can	create	a	structured	plan	that	highlights	what	needs	to	be	done,	when,	and	how.	Scheduling,	on	the	other	hand,	mainly	covers	allocating	time	slots	for	each	task	within	the	overall	plan.	This	approach	helps	you
prioritise	activities,	manage	workload,	and	ensure	that	essential	tasks	are	completed	as	per	a	well-defined	schedule.	Scheduling	also	allows	for	better	Time	Management	by	visually	representing	how	time	should	be	allocated	throughout	the	day	or	week.	3)	Task	Delegation	and	Outsourcing	Task	delegation	and	outsourcing	are	valuable	strategies	for
effective	Time	Management.	They	involve	assigning	tasks	to	others	or	seeking	external	help	to	lighten	your	workload	and	free	up	most	of	your	schedule	for	more	important	or	high-priority	activities.	Delegation	is	defined	as	the	process	of	assigning	tasks	to	individuals	within	your	team	or	organisation	who	have	the	necessary	skills	and	capabilities	to
complete	them.	This	approach	allows	you	to	distribute	workload,	leverage	the	strengths	of	others,	and	foster	collaboration.	Outsourcing,	on	the	other	hand,	involves	seeking	external	assistance	or	hiring	third-party	experts	or	service	providers	to	handle	specific	tasks	or	projects.	This	can	be	particularly	beneficial	when	tasks	require	specialised	skills,
resources,	or	expertise	that	may	not	be	readily	available	within	your	organisation.	Ready	to	boost	your	productivity	and	master	Time	Management?	Join	our	Productivity	and	Time	Management	Course	today!	4)	Eliminating	Time	Wasters	Eliminating	time	wasters	is	a	critical	step	towards	effective	Time	Management.	Time	wasters	are	activities	or
habits	that	consume	valuable	time	without	contributing	significant	value	or	progress	towards	goals.	By	identifying	and	eliminating	these,	individuals	can	enhance	productivity	and	focus	on	essential	tasks.	Here	are	some	critical	time	wasters	and	strategies	to	eliminate	them:	a)	Excessive	use	of	Social	Media	and	Digital	Distractions:	Endlessly	scrolling
through	social	media	or	browsing	online	can	consume	a	substantial	amount	of	time.	Setting	boundaries,	such	as	allocating	specific	slots	for	social	media	or	using	website	blockers,	is	highly	important	to	minimise	these	distractions.	b)	Unnecessary	Meetings:	Assess	the	importance	and	relevance	of	each	meeting	invitation	before	accepting	it.	See
whether	the	objectives	can	be	achieved	through	alternative	means,	such	as	email	communication,	brief	updates,	or	personal	meetings	is	an	urgency.	c)	Disorganised	Workspaces:	Disorganised	workspaces	can	lead	to	a	lot	of	time	wastage,	for	instance,	by	searching	for	documents	or	supplies.	Adopting	effective	organisational	systems	and	keeping	a
tidy	workspace	can	save	time	and	enhance	efficiency.	These	include	decluttering	and	using	digital	tools	for	file	management.	d)	Multitasking:	Despite	its	perceived	productivity,	multitasking	often	leads	to	reduced	focus	and	work	quality.	By	embracing	single-tasking,	focusing	on	one	task	at	one	time	and	completing	it	before	moving	on	to	the	next,	you
can	save	plenty	of	time.	Furthermore,	this	approach	improves	concentration	and	overall	productivity.	5)	Procrastination	and	Time	Management	Procrastination	is	a	typical	challenge	that	is	encountered	by	individuals	to	manage	their	time	in	an	effective	way.	It	refers	to	the	delaying	or	postponing	tasks,	often	opting	for	short-term	pleasure	or	comfort
over	long-term	productivity.	Procrastination	often	arises	due	to	various	reasons.	These	include	fear	of	failure,	perfectionism,	or	feeling	overwhelmed	by	the	task	at	hand.	Transform	your	focus	skills	with	Attention	Management	techniques-	Join	our	Attention	Management	Training	today!	6)	Time	Blocking	and	Time	Chunking	Time	blocking	and	time
chunking	are	effective	techniques	for	managing	and	optimising	time.	They	involve	scheduling	specific	blocks	or	chunks	of	time	dedicated	to	particular	tasks	or	activities.	By	implementing	these	strategies,	individuals	can	enhance	focus,	improve	productivity,	and	make	the	most	of	their	available	time.	Time	blocking	involves	allocating	dedicated	time
slots	for	different	tasks,	projects,	or	activities	throughout	the	day.	It	is	a	key	technique	in	Attention	Management,	helping	to	create	a	structured	schedule	and	ensuring	that	important	tasks	receive	dedicated	attention.	Time	chunking,	on	the	other	hand,	mainly	covers	grouping	similar	tasks	or	activities	together	within	a	specific	time	frame.	Instead	of
switching	between	different	types	of	tasks	randomly,	individuals	allocate	a	set	period	for	specific	activities.	For	example,	grouping	all	email-related	tasks	into	one	chunk	of	time	or	dedicating	a	specific	block	for	creative	work.	7)	Managing	Interruptions	and	Time	Constraints	Managing	interruptions	and	time	constraints	is	among	the	two	most	critical
parameters	for	managing	time	effectively.	Interruptions	can	disrupt	your	workflow,	leading	to	decreased	productivity	and	difficulty	in	staying	focused	on	important	tasks.	If	you	are	aiming	to	minimise	interruptions,	it	is	crucial	to	identify	familiar	sources	of	disruptions	and	perform	proactive	measures	to	mitigate	their	impact.	Setting	clear
communication	boundaries,	such	as	communicating	availability	to	colleagues	or	family	members,	is	also	vital.	It	can	help	minimise	unnecessary	interruptions.	Additionally,	allocating	specific	blocks	for	focused	work	and	communicating	unavailability	during	these	periods	can	reduce	the	likelihood	of	interruptions.	8)	Becoming	Self-aware	Understanding
oneself	lays	the	foundation	to	manage	time	effectively.	By	reflecting	on	personal	work	habits,	energy	levels,	and	distractions,	individuals	can	tailor	their	schedules	for	better	productivity.	For	instance,	someone	might	realise	they	have	the	best	productivity	in	the	morning.	As	a	result,	tackling	complex	tasks	becomes	a	lot	easier,	in	contrast	to	those	who
find	their	focus	peaks	in	the	afternoon.	Recognising	these	patterns	allows	individuals	to	allocate	tasks	accordingly,	ensuring	they	maximise	their	peak	productivity	hours.	9)	Setting	up	Deadlines	Deadlines	provide	structure	and	motivation,	helping	people	prioritise	tasks	and	work	more	efficiently.	Whether	set	by	oneself	or	others,	deadlines	create	a
sense	of	urgency	that	pushes	individuals	to	focus	and	make	robust	progress	towards	their	goals.	Breaking	larger	projects	into	smaller,	manageable	deadlines	helps	track	progress	and	maintain	momentum.	Setting	realistic	deadlines	is	key	for	effective	Time	Management.	Unrealistic	deadlines	can	cause	stress,	burnout,	and	poor-quality	work.	By
accurately	estimating	the	time	needed	for	each	task	and	allowing	extra	time	for	delays,	individuals	can	set	achievable	deadlines	that	lead	to	success.	10)	Minimising	Distractions	Distractions	are	among	the	most	common	obstacles	to	productivity.	This	often	leads	to	wasted	time	and	minimised	focus.	By	reducing	distractions,	you	can	not	only	maintain
productivity	but	also	stay	on	track	with	tasks	at	a	constant	time.	One	effective	strategy	to	inhibit	these	distractions	is	by	creating	a	workspace	that	is	free	from	any	kind	of	interruptions	and	provides	you	the	positive	vibes,	such	as	your	bedroom	or	patio.	This	can	also	include	setting	up	a	quiet	area	away	from	high-traffic	areas	or	using	noise-cancelling
headphones	to	block	out	any	kind	of	excessive	external	noise.	Build	resilience	with	advanced	Stress	Management	strategies-	sign	up	for	our	Stress	Management	Course	today!	How	to	Improve	Your	Time	Management	Skills?	You	can	severely	improve	your	Time	Management	skills	by	boosting	your	productivity	and	reducing	a	vast	level	of	stress.	Here
are	seven	key	tips	to	help	you	manage	your	time	not	just	effectively	but	efficiently:	1)	Produce	a	Time	Log	for	a	Week:	Keep	a	weekly	log	for	yourself.	This	will	help	you	show	and	track	how	much	you	are	currently	spending	your	time	on	and	what	non-productive	tasks	are	losing	your	worth	with	time.	This	is	especially	useful	if	you	are	working	in	a
hybrid	environment,	as	it	helps	you	manage	your	time	better.	2)	Use	the	Most	Important	Matrix	to	Prioritise	Tasks:	This	matrix	helps	you	focus	on	the	most	important	and	urgent	tasks.	Such	an	approach	makes	sure	that	your	top	priorities	are	addressed	in	the	right	way	on	a	most	urgent	basis.	3)	Focus	On	Important/Urgent	Tasks	When	you	are	Most
Alert:	Make	sure	you	tackle	high-priority	tasks	first	when	you	think	your	attention	level	is	highest,	such	as	in	the	morning	or	evening.	Through	this	approach	of	alternating	high	and	low-attention	tasks	or	taking	micro-breaks	can	allow	your	brain	to	recover	from	demanding	and	highly	challenging	tasks.	4)	Compile	a	‘To-Do’	List	Every	Day:	A	daily	to-do
list	helps	you	track	your	priorities	and	progress.	This	is	particularly	useful	for	maintaining	self-discipline	when	working	from	home.	5)	Take	Micro-breaks	Between	Tasks:	Short	breaks,	such	as	making	a	coffee	or	walking	around,	can	reinvigorate	you	and	improve	your	posture.	These	breaks	ensure	you	return	to	your	desk	with	optimum	concentration
and	help	limit	interruptions	from	others.	6)	Look	for	Signs	of	Procrastination	and	Take	Action:	Identify	why	you	procrastinate	and	address	the	root	cause.	Avoid	distractions	like	daytime	TV,	long	lunches,	and	social	media,	especially	when	working	from	home,	to	prevent	falling	behind	on	your	tasks.	7)	Manage	Email	Effectively:	Turn	off	email
notifications	and	check	emails	only	two	or	three	times	a	day.	Keep	your	emails	concise	and	avoid	'Replying	to	All'.	Focus	on	important	tasks	first	and	set	aside	specific	times	for	responding	to	emails.	What	are	Three	Examples	of	Time	Management	Skills?	Effective	Time	Management	is	crucial	for	minimising	productivity	and	achieving	both	personal
and	professional	goals.	Here	are	three	key	examples	of	Time	Management	Skills:	1)	Planning:	This	involves	creating	to-do	lists	and	checklists	to	organise	tasks	and	ensure	nothing	is	overlooked.	It	also	includes	setting	thoughtful	deadlines	and	auditing	workflows	to	improve	efficiency.	2)	Prioritising:	This	involves	evaluating	urgent	tasks	and
determining	which	activities	need	immediate	attention.	By	filtering	notifications	and	focusing	on	high-priority	tasks,	individuals	can	avoid	distractions	and	ensure	critical	work	is	completed	on	time.	3)	Goal	Setting:	Setting	both	short	along	with	long-term	goals	provides	direction	and	motivation.	It	involves	using	data	to	track	progress,	making
adjustments	as	needed,	and	utilising	automation	and	technology	to	streamline	processes	and	reduce	manual	effort.	Transform	your	ambitions	into	results	with	our	Motivation	and	Goal	Setting	Training-	Register	today!	Conclusion	By	implementing	the	Time	Management	Skills	and	strategies	mentioned	in	this	blog,	along	with	insights	from	various	Time
Management	Theories,	you	can	optimise	your	schedule	and	increase	productivity.	Time	is	a	precious	resource,	and	understanding	the	difference	between	Attention	Management	and	Time	Management	allows	you	to	optimise	both,	leading	to	greater	success.	How	we	manage	our	time	shapes	our	success	and	overall	well-being	and	lays	the	foundation
for	the	future.	We	hope	this	blog	answered	all	your	questions	related	to	Time	Management	Skills!	Strive	to	be	the	better	version	of	yourself	with	our	Personal	Development	Courses,	Sign	up	today!	Top	time	management	skills	are:	Make	a	Plan	Create	a	Priority	List	Rather	Than	a	To-Do	List	Start	Early	Breakdown	Every	Task	Into	Small	Chunks
Practice	Decision	Making	Delegate	tasks	Set	SMART	Goals	Set	up	Deadlines	Be	Mindful	of	When	You’re	Going	Off-Track		Learn	to	Set	Boundaries	and	Say	No	Minimize	Distractions	Deal	With	Stress	Wisely	Avoid	Multitasking	Use	the	20-Minute	Rule	Take	Time	Off	Build	a	System	and	Follow	it	Diligently		Do	you	often	feel	stressed	out	with	too	much
work	to	do	when	there’s	not	enough	time	in	the	day?	How	is	it	then	that	some	people	seem	to	have	enough	time	to	do	everything?	The	secret	seems	to	be	controlling	time	instead	of	letting	time	control	you.	In	other	words,	the	difference	lies	ineffective	time	management.		This	blog	discusses	how	you	can	improve	your	time	management	skills	and
increase	productivity.	Time	management	is	a	technique	for	using	your	time	productively	and	efficiently.	It	means	organizing	and	planning	how	to	divide	your	time	between	various	tasks.	You’ll	have	time	to	do	everything	you	need	without	being	stressed	out	about	it	with	good	time	management	skills.	You	can	work	productively	and	prioritize	your	time
to	work	out	the	urgent	or	important	tasks	first	while	following	up	with	things	that	are	not	urgent	but	still	important.	Thus,	you	can	focus	your	time	and	energy	on	things	that	matter	the	most.	You’ll	end	up	working	smarter,	not	harder,	to	increase	productivity.	Time	management	skills	are	essential	because	it	helps	us	use	time	wisely	and	stop	wasting
time.	We	become	more	focused	and	productive	when	we	are	in	charge	of	how	we	use	our	time.	Productivity	leads	to	profitability.	So,	good	time	management	can	add	to	your	bottom	line.	The	benefits	of	effective	time	management	are	immense:	Less	stress	or	anxiety	Better	work-life	balance	Increased	focus	Higher	levels	of	productivity	More	free	time
Makes	things	simple	and	easy	Less	distraction	Greater	energy	and	motivation	Time	management	is	a	fundamental	aspect	of	personal	and	professional	success,	yet	many	individuals	encounter	various	challenges	in	effectively	managing	their	time.	These	challenges	often	stem	from	a	combination	of	factors,	including	personal	habits,	external	pressures,
and	environmental	factors.	Understanding	and	addressing	these	challenges	is	crucial	for	improving	time	management	skills	and	achieving	greater	productivity	and	efficiency.	Some	of	the	most	common	time	management	challenges	include:	1.	Poor	Planning	One	of	the	most	prevalent	challenges	individuals	face	is	poor	planning.	This	includes	failing	to
allocate	sufficient	time	for	tasks,	underestimating	the	time	needed	to	complete	them,	or	not	having	a	clear	plan	of	action.	Without	adequate	planning,	individuals	may	find	themselves	overwhelmed	by	a	backlog	of	work	or	struggling	to	meet	deadlines.	2.	Lack	of	Organization	Another	common	challenge	is	a	lack	of	organization,	which	can	lead	to
difficulty	prioritizing	tasks	and	maintaining	a	clear	focus	on	important	activities.	Without	a	structured	approach	to	time	management,	individuals	may	struggle	to	differentiate	between	urgent	and	non-urgent	tasks,	leading	to	a	cycle	of	reactive	decision-making	and	increased	stress	levels.	3.	Feeling	Overwhelmed	Many	individuals	experience	feelings
of	overwhelm	when	faced	with	a	heavy	workload	or	multiple	responsibilities.	This	can	make	it	challenging	to	stay	on	top	of	deadlines	and	commitments,	leading	to	increased	stress	and	anxiety.	Feeling	overwhelmed	can	also	result	in	procrastination	and	avoidance	behaviors,	further	exacerbating	time	management	challenges.	3.	Procrastination
Procrastination	is	a	common	behavior	characterized	by	delaying	tasks	or	avoiding	them	altogether.	This	often	stems	from	factors	such	as	fear	of	failure,	perfectionism,	or	a	lack	of	motivation.	Procrastination	can	significantly	impact	productivity	and	progress	towards	goals,	making	it	essential	to	address	this	challenge	effectively.	4.	Distractions	In
today's	digital	age,	distractions	are	abundant	and	can	derail	even	the	most	well-intentioned	efforts	to	manage	time	effectively.	Common	distractions	include	emails,	social	media,	notifications,	and	interruptions	from	colleagues	or	family	members.	Managing	distractions	and	maintaining	focus	is	essential	for	maximizing	productivity	and	achieving
desired	outcomes.	5.	Difficulty	Saying	No	Many	individuals	struggle	with	setting	boundaries	and	saying	no	to	additional	commitments	or	requests	for	their	time.	This	can	result	in	overcommitment	and	spreading	oneself	too	thin,	leading	to	burnout	and	decreased	effectiveness.	Learning	to	prioritize	and	allocate	time	judiciously	is	essential	for
managing	this	challenge	effectively.	6.	Lack	of	Self-Discipline	Effective	time	management	requires	a	degree	of	self-discipline	and	commitment	to	following	through	on	plans	and	priorities.	Without	self-discipline,	individuals	may	struggle	to	stick	to	schedules,	meet	deadlines,	or	resist	the	temptation	to	engage	in	time-wasting	activities.	Good	time
management	begins	with	the	right	set	of	skills.	You	cannot	manage	your	time	better	if	you	don’t	develop	the	essential	time	management	skills.	These	skills	take	time	to	create	and	will	vary	from	person	to	person.	Finding	what	works	best	for	your	personality	trait	is	necessary.		Let’s	analyze	the	core	time	management	skills	and	how	to	develop	them.	1.
Make	a	Plan	Effective	time	management	isn’t	achieved	randomly.	It	involves	a	good	amount	of	planning.	Developing	a	strategy	for	which	tasks	are	important,	task	sequences,	calendar	management,	meetings,	project	plans,	etc.,	can	help	you	calibrate	the	course	of	the	day	and	not	go	astray.		2.	Create	a	Priority	List	Rather	Than	a	To-Do	List	Think
about	what	needs	to	be	done	and	prioritize	the	most	critical	tasks.		Refrain	from	creating	to-do	list	of	all	tasks	to	be	done.	Instead,	create	a	list	of	the	tasks	based	on	priority	and	check	off	items	as	you	complete	them.	This	helps	to	drive	a	sense	of	accomplishment	and	motivation.	The	best	way	to	develop	planning	skills	is	using	calendar	tools	like
Google	calendar.		3.	Start	Early	Start	your	day	early	to	take	full	advantage	of	the	day.	Most	successful	people	get	up	early	in	the	morning	and	do	some	quick	exercising	before	heading	to	work.	If	you	start	early,	you	have	plenty	of	time	to	think	and	plan	the	day.	Early	in	the	morning,	you	are	more	calm,	creative,	and	clear-headed.	This	means	you	have
all	the	ingredients	to	be	more	productive.	4.	Breakdown	Every	Task	Into	Small	Chunks	Zero	in	on	what	you	want,	and	build	smaller	goals	that	ladder	up	to	your	desired	goal.	Group	all	related	tasks	into	smaller	groups	that	are	easy	to	manage	and	tackle.	Thus,	you	can	better	visualize	and	take	steps	to	reach	your	goal.	5.	Practice	Decision	Making	
What	we	do	with	the	24	hours	in	a	day	is	what	makes	the	real	difference	in	time	management.	The	ability	for	good	decision-making	about	time	is	one	of	the	top	time	management	skills.	Prioritize	and	decide	which	tasks	to	handle	first	and	say	no	to.		6.	Delegate	tasks	Task	delegation	means	proper	management	of	tasks.	Learning	how	to	delegate	is	very
important	in	developing	time	management	skills.	Delegating	work	to	your	subordinates	depending	on	their	skills	and	abilities	will	free	up	time	for	you	and	make	your	team	members	feel	valued	and	motivated	to	perform	well.	By	delegating	or	outsourcing	whenever	possible,	you	give	yourself	time	to	take	on	the	most	challenging	tasks.	Thus	you	move
closer	to	the	goal	of	becoming	the	most	efficient	version	of	yourself	possible.		7.	Set	SMART	Goals	Set	goals	that	are	specific,	measurable,	achievable,	realistic,	and	secured	within	a	time	frame.	Be	specific	with	the	outcomes	you	want	to	achieve	and	allocate	the	time	needed	to	reach	that	outcome.			8.	Set	Up	Deadlines	Set	realistic	deadlines	for	task
completion	and	stick	to	them.	Try	to	set	a	deadline	before	the	due	date	to	deal	with	other	tasks	that	may	get	in	the	way.	9.	Be	Mindful	of	When	You’re	Going	Off-Track		Procrastination	affects	productivity	and	causes	wastage	of	time	and	energy.	We	tend	to	procrastinate	when	bogged	down	or	feeling	bored.	Break	up	challenging	tasks	into	smaller
activities	to	stay	engaged	and	on	track.				10.	Learn	to	Set	Boundaries	and	Say	No	Time	is	your	most	precious	asset,	and	good	time	management	means	getting	comfortable	with	saying	‘no’	to	tasks	that	are	not	your	priority.	Saying	no	on-time	saves	you	time	to	focus	on	more	important	things.	Learn	how	to	set	boundaries	for	yourself,	so	you	don’t	end
up	biting	more	than	you	can	chew.		11.	Minimize	Distractions	Anything	that	distracts	you	–	emails,	texts,	social	media	–	can	make	you	lose	focus	and	become	less	productive.	Eliminate	these	distractions	and	take	control	of	your	time	so	you	can	get	more	work	done.		12.	Deal	With	Stress	Wisely	Stress	can	affect	our	productivity.	We	often	feel	stressed
when	we	take	on	more	work	than	we	can	accomplish.	It’s	crucial	to	identify	what	works	for	you	when	it	comes	to	managing	stress	response.	Find	effective	ways	to	deal	with	stress,	including	taking	a	short	break,	exercising,	meditating,	practicing	a	hobby,	calling	up	a	friend,	or	listening	to	music.	13.	Avoid	Multitasking	Multitasking	sounds	like	you’re
getting	more	tasks	at	once.	But,	studies	have	proven	that	it	actually	hampers	productivity.	Therefore,	rather	than	multitasking	and	splitting	your	attention	between	a	few	different	tasks,	focus	on	getting	one	task	done	and	moving	on	to	the	next.	This	small	change	can	improve	your	outcomes.	Bonus:	You’ll	feel	less	drained!		14.	Use	the	20-Minute	Rule
The	20	minute	increment	block	is	one	of	the	most	essential	time	management	skills.	Prepare	to	tackle	an	important	task	and	set	the	alarm	for	20	minutes.	Focus	singularly	on	the	task	and	give	it	your	best	shot	until	the	alarm	rings.	Now	decide	if	you’re	going	to	put	the	task	down	or	finish	it.	Repeat	until	you’ve	completed	the	task.				15.	Take	Time	Off
Sometimes	the	best	thing	to	do	is	give	your	mind	a	break	from	the	task	at	hand.	Taking	a	break	is	a	great	way	to	give	your	brain	a	chance	to	reset.	It	enhances	focus	and	creativity	and	results	in	better	problem-solving.			16.	Build	a	System	and	Follow	it	Diligently	Try	out	different	techniques	and	figure	out	what	suits	you	the	best.	Put	the	selected
methods	together	to	build	a	system	that	works	and	helps	you	improve.	Follow	the	system	regularly	to	get	the	most	value	out	of	it.	Prioritizing	tasks	is	a	fundamental	skill	in	time	management	that	enables	individuals	to	focus	their	time	and	energy	on	activities	that	align	with	their	goals	and	objectives.	By	prioritizing	tasks	effectively,	individuals	can
maximize	productivity,	reduce	stress,	and	achieve	greater	success	in	both	their	personal	and	professional	lives.	Here	are	some	strategies	for	prioritizing	tasks	effectively:	Eisenhower	Matrix	The	Eisenhower	Matrix,	also	known	as	the	Urgent-Important	Matrix,	is	a	powerful	tool	for	prioritizing	tasks	based	on	their	urgency	and	importance.	Tasks	are
categorized	into	four	quadrants:	Quadrant	1:	Urgent	and	Important	tasks	that	require	immediate	attention.	Quadrant	2:	Important	but	Not	Urgent	tasks	that	contribute	to	long-term	goals	and	should	be	prioritized.	Quadrant	3:	Urgent	but	Not	Important	tasks	that	can	be	delegated	or	minimized.	Quadrant	4:	Not	Urgent	and	Not	Important	tasks	that
can	be	eliminated	or	deferred.	Using	the	Eisenhower	Matrix	helps	individuals	focus	their	time	and	attention	on	tasks	that	have	the	greatest	impact	on	their	goals	and	objectives.	ABC	Prioritization	Another	effective	strategy	for	prioritizing	tasks	is	ABC	prioritization,	where	tasks	are	ranked	in	order	of	importance:	A	tasks	are	high-priority	tasks	that
must	be	completed	urgently.	B	tasks	are	medium-priority	tasks	that	should	be	completed	after	A	tasks.	C	tasks	are	low-priority	tasks	that	can	be	completed	last	or	deferred	if	necessary.	Prioritizing	tasks	using	the	ABC	method	helps	individuals	allocate	their	time	and	resources	more	effectively,	ensuring	that	critical	tasks	receive	appropriate	attention.
Time	Blocking	Time	blocking	involves	allocating	specific	time	blocks	for	different	tasks	or	activities	throughout	the	day.	By	scheduling	dedicated	time	for	important	tasks,	individuals	can	ensure	that	they	have	sufficient	time	and	focus	to	complete	them.	Time	blocking	also	helps	individuals	avoid	multitasking	and	minimize	distractions,	leading	to
greater	productivity	and	efficiency.	Weighted	Scoring	Weighted	scoring	is	a	method	of	prioritizing	tasks	based	on	predetermined	criteria	such	as	importance,	urgency,	impact,	or	effort	required.	Each	task	is	assigned	a	score	based	on	these	criteria,	and	tasks	with	the	highest	scores	are	prioritized	accordingly.	Weighted	scoring	provides	a	systematic
approach	to	prioritization	and	helps	individuals	make	informed	decisions	about	where	to	allocate	their	time	and	resources.	Consider	Deadlines	and	Dependencies	When	prioritizing	tasks,	it's	essential	to	consider	deadlines	and	dependencies	to	ensure	that	tasks	are	completed	on	time	and	in	the	correct	order.	Tasks	with	imminent	deadlines	or	those
that	are	dependent	on	other	tasks	should	be	prioritized	accordingly	to	avoid	delays	and	bottlenecks	in	workflow.	Regular	Review	and	Adjustment	Priorities	can	change	over	time	due	to	shifting	deadlines,	new	information,	or	changes	in	circumstances.	Therefore,	it's	essential	to	regularly	review	and	adjust	task	priorities	to	ensure	they	remain	aligned
with	overarching	goals	and	objectives.	By	staying	flexible	and	responsive	to	changing	priorities,	individuals	can	adapt	their	plans	and	schedules	as	needed	to	maximize	effectiveness.	Focus	on	High-Value	Activities	When	prioritizing	tasks,	it's	important	to	focus	on	high-value	activities	that	contribute	the	most	to	achieving	desired	outcomes.	This	may
involve	identifying	tasks	that	have	the	greatest	impact	on	goals	or	tasks	that	align	with	core	values	and	objectives.	By	prioritizing	high-value	activities,	individuals	can	make	the	most	efficient	use	of	their	time	and	resources.	Consider	the	Pareto	Principle	The	Pareto	Principle,	also	known	as	the	80/20	rule,	suggests	that	roughly	80%	of	results	come
from	20%	of	efforts.	When	prioritizing	tasks,	individuals	can	apply	this	principle	by	focusing	on	the	tasks	that	yield	the	greatest	results	or	have	the	most	significant	impact	on	outcomes.	By	identifying	and	prioritizing	tasks	that	contribute	the	most	to	desired	outcomes,	individuals	can	achieve	greater	efficiency	and	effectiveness	in	their	work.	These
practical	time	management	skills	can	lead	to	a	happier,	more	successful	life	because	you’ll	be	able	to	focus	and	achieve	your	goals	in	less	time.	Use	these	strategies	on	a	regular	basis	to	extract	maximum	value	out	of	them.	With	the	everyday	practice	of	prioritizing	tasks	and	organizing	them,	you’ll	be	able	to	build	a	healthy	relationship	with	time	—
which	is	key	to	a	successful	and	more	fulfilling	life.			Interested	in	learning	more	about	management?	Then	sign	up	for	Simplilearn’s	Executive	Certificate	Program	in	General	Management	and	easily	take	the	next	step	in	your	career.	Designed	in	collaboration	with	IIM	Indore,	master	management	principles	of	marketing,	economics,	accounting,	and
HR.	The	best	time	management	skill	is	subjective	and	may	vary	for	each	individual.	However,	one	widely	recognized	effective	skill	is	prioritization.	Prioritizing	tasks	helps	you	identify	and	focus	on	the	most	important	and	urgent	activities,	ensuring	you	allocate	your	time	and	energy	to	the	right	things.	2.	How	can	I	manage	my	time?	To	manage	your
time	effectively,	you	can	employ	several	strategies:	Create	a	schedule	or	to-do	list	to	organize	your	tasks.	Set	clear	goals	and	deadlines	for	your	activities.	Break	down	large	tasks	into	smaller,	manageable	task.	Eliminate	or	delegate	non-essential	tasks.	Use	productivity	techniques	and	tools	such	as	time-blocking	or	the	Pomodoro	Technique.	Minimize
distractions	and	set	boundaries	to	maintain	focus.	Regularly	review	and	adjust	your	schedule	based	on	progress	and	changing	priorities.	3.	How	can	I	improve	my	management	skills?	To	improve	your	management	skills,	you	can	consider	the	following	actions:	Seek	opportunities	for	professional	development	and	leadership,	communication,	and
problem-solving	training.	Learn	from	experienced	managers	or	mentors	through	observation	and	seeking	guidance.	Develop	strong	organizational	and	planning	skills	to	coordinate	tasks	and	resources	effectively.	Enhance	your	interpersonal	skills,	including	effective	communication,	conflict	resolution,	and	teamwork.	Continually	seek	feedback	and
reflect	on	your	performance	to	identify	areas	for	improvement.	4.	Is	time	management	a	technical	skill?	Time	management	is	not	typically	categorized	as	a	technical	skill.	Instead,	it	is	considered	a	soft	skill,	which	refers	to	personal	attributes	and	behaviors	that	enable	individuals	to	interact	effectively	with	others	and	accomplish	tasks	efficiently.	Time
management	involves	abilities	such	as	prioritization,	planning,	and	self-discipline.	5.	Why	is	time	management	important?	Time	management	is	important	for	several	reasons:	Increased	productivity:	Effective	time	management	allows	you	to	accomplish	more	in	less	time,	improving	your	productivity	and	efficiency.	Reduced	stress:	By	organizing	and
prioritizing	your	tasks,	you	can	minimize	the	feeling	of	being	overwhelmed	and	reduce	stress	levels.	Improved	focus	and	concentration:	Proper	time	management	helps	you	allocate	dedicated	time	to	each	task,	allowing	you	to	concentrate	and	produce	higher-quality	work.	Achievement	of	goals:	By	managing	your	time	effectively,	you	can	allocate
resources	and	efforts	toward	accomplishing	your	short-term	and	long-term	goals.	Better	work-life	balance:	Time	management	enables	you	to	allocate	time	for	work,	personal	life,	hobbies,	and	self-care,	leading	to	a	more	balanced	and	fulfilling	lifestyle.	When	you	learn	how	to	plan,	prioritize,	delegate	and	so	on,	it	sooner	or	later	wakes	up	the	need	for
a	coherent	and	complete	time	management	system.	There	are	numerous	time	management	techniques	that	can	be	employed.	At	least	50	of	them.	Only	a	few	are	really	complete	(for	example	GTD	is	one	of	those,	but	in	practice,	people	more	often	compose	their	own	system	from	a	few	techniques	that	suit	their	personality	most.	With	more	than	50	time
management	techniques	available,	the	selection	is	huge.In	this	regard,	you	actually	need	two	skills.	The	first	one	is	building	a	system	for	yourself	and	constantly	improving	it.	That	consists	of	experimenting	with	different	techniques,	exploring	what	suits	your	personality	best,	and	then	putting	the	selected	techniques	together	in	a	meaningful	way.	It
usually	takes	a	few	months	to	build	a	system	that	really	works.	The	second	skill	is	diligently	following	the	system.	There’s	no	value	in	a	personal	time	management	system	that’s	not	being	used	regularly.How	can	you	build	the	best	time	management	system	for	yourself	and	then	actually	use	it?First,	research	all	the	time	management	techniques	out
there.	Select	the	ones	you	find	the	most	interesting.	Start	testing	them	one	by	one	in	practice	and	give	yourself	a	few	months	to	select	the	techniques	that	fit	you	best.	Absolutely	combine	time	management	techniques	with	different	tools	that	support	the	selected	techniques;	that	can	be	different	calendars,	note-taking,	time	management	apps	and
other	apps	in	combination	with	reminders,	notifications	and	checklists.	There	are	many	other	important	skills	when	it	comes	to	time	management.	We	have	put	together	a	more	comprehensive	list	of	time	management	skills,	so	you	can	make	a	self-assessment	of	which	skills	you	need	to	still	develop	to	become	really	good	at	time	management.Asking
for	help	–	Sometimes	when	you	get	stuck,	overwhelmed	or	there’s	no	way	to	outsource,	your	only	option	might	be	to	ask	for	help.	Some	people	find	asking	for	help	humiliating,and	see	it	as	a	sign	of	not	being	good	enough.	But	there’s	nothing	really	wrong	with	asking	for	help.	Actually,	it’s	more	of	a	sign	of	strength	than	weakness.Automating	tasks	–
Wit	hall	the	technology,	there	are	many	options	for	task	automation,	especially	when	it	comes	to	email	and	social	media	management.	Explore	services	like	IFTTT	and	Zapier	for	more	information	on	how	to	automate	tasks.Batching	–	There	are	many	things	you	can	batch	together	to	become	more	productive.	Types	of	tasks,	meeting	locations,
telephone	calls	(you	may	use	call	handling	services)	etc.	Batching	can	be	a	good	antidote	to	multitasking	and	a	great	way	to	improve	your	productivity.Clarity	–	Being	confused	or	lost	is	a	big	enemy	of	progress	and	using	your	time	productively.	It	means	you	are	stuck	and	not	moving	forward.	Having	a	very	clear	perspective	of	what	you	want	and	how
you	will	get	there	is	the	core	enabler	of	good	time	management.Completion	–	Many	people	have	difficulties	actually	completing	a	task.	They	complete	a	task	to	90	%	or	even	more,	and	then	they	have	an	emotional	block	preventing	them	from	crossing	the	finish	line.	You	definitely	need	to	know	how	to	get	past	such	a	burden.Coping	skills	/	Stress
management	–	In	a	complex	and	stressful	environment,	you	need	to	stay	focused,	sharp	and	immune	to	many	outside	distractions.	To	avoid	feeling	overwhelmed,	you	need	to	develop	good	coping	skills.	That	includes	capabilities	such	as	overcoming	stress	and	dealing	with	difficult	people.Creating	routines	–	Our	brains	love	routines	and	patterns.	We
see	patterns	even	where	there	are	none.	But	the	good	news	is	that	when	you	get	used	to	a	routine,	it	takes	almost	no	effort	to	follow	it.	Consequently,	routines	are	a	very	important	part	of	the	time	management.	Your	time	management	system	should	consist	of	a	set	of	routines.	For	example,	every	morning	you	can	write	down	the	three	most	important
tasks	for	the	day.	It’s	a	simple	routine	that	can	skyrocket	your	productivity.	As	an	interesting	fact:	it	usually	takes	1	to	2	months	to	get	used	to	a	new	routine.Discipline	/	Beating	procrastination	–	Discipline	means	that	you	do	something	whether	you	like	it	or	not.	It	takes	discipline	to	start	a	task,	it	takes	discipline	to	follow	through	with	the	task,	and	it
takes	discipline	to	finish	it.	It	also	takes	discipline	to	beat	procrastination	and	to	get	things	done.Staying	flexible	–	In	reality,	things	never	go	according	to	plan.	That	means	you	have	to	stay	flexible	to	maximize	your	output	in	any	given	situation.	As	we	said,	planning	is	really	important,	but	then	you	have	to	stay	flexible	about	how	your	goals	will	be
achieved.Focusing	/	Avoiding	multitasking	–	Multitasking	is	a	big	enemy	of	good	time	management.	Of	course,	there	are	times	when	you	have	to	juggle	several	things	at	once,	but	in	general,	good	time	management	skills	require	the	mental	capabilities	to	focus	on	one	thing	and	get	it	done.Goal	setting	–	The	better	you	know	the	direction	for	where	you
want	to	be,	the	better	you	can	outline	your	strategy	and	tasks	that	need	to	be	performed	to	achieve	the	set	goals.	In	other	words,	your	most	important	tasks	are	always	closely	connected	to	your	life	and	business	goals.	If	you	don’t	have	clear	goals	in	your	life,	there’s	almost	no	need	for	time	management.Getting	in	the	flow	–	“Flow”	is	one	of	the	most
productive	states	you	can	be	in.	You	forget	about	everything	and	just	create	and	deliver.	If	you	want	to	get	into	the	flow,	you	have	to	work	in	peace	on	a	challenging	task,	while	being	empowered	by	intrinsic	motivation.Organizing	things,	including	lists	and	notes	–	An	important	part	of	time	management	is	organizing	yourself	and	your	environment	in	a
productive	way.	That	includes	having	a	clean	desk,	a	system	for	filing,	note-taking,	making	and	following	checklists,	and	so	on.Problem-solving	–	When	you	work	on	your	tasks,	problems	always	arise.	Your	job	is	not	to	dwell	on	these	problems,	but	to	tackle	them	and	solve	them	in	the	most	efficient	way.	Never	waste	time.Punctuality	–	If	you	are	not	on
time,	you	are	late.	How	could	you	be	good	at	time	management,	if	you’re	always	late.	Being	late	is	often	a	clear	sign	that	you	don’t	have	control	over	your	time.	A	messy	desk	can	be	such	an	indicator,	for	example.Rest	(recovery	time)	–	You	can	only	be	super	productive	if	you	take	enough	time	off.	That	includes	getting	enough	sleep,	taking	at	least	one
day	a	week	completely	off,	regularly	going	on	vacations	and	not	overwhelming	yourself	with	too	much	work.	Otherwise,	your	productivity	starts	to	sharply	decline.	Finding	balance	between	work,	play,	and	rest	is	an	important	part	of	time	management.Setting	up	deadlines	/	Avoiding	perfectionism	–	If	you	don’t	have	clear	deadlines	and	estimations	of
how	long	you	will	spend	on	a	specific	task,	it	can	take	forever	to	complete	it.	An	important	part	of	time	management	is	to	not	overdo	things.	If	you	are	a	perfectionist,	you	might	often	spend	more	time	than	needed	on	tasks,	overdoing	things.	Setting	clear	deadlines	and	limits	is	the	right	solution	for	such	self-torture.	Time	Management	Skills	are	just
one	end	of	the	productive	work	specter,	read	about	Time	Management	Techniques	to	see	the	whole	picture	and	learn	from	it.		Have	we	forgotten	any	important	time	management	skill?	Write	to	us	and	we	will	add	it	to	the	list.And	don’t	forget	to	try	our	time	tracker,	free	for	the	first	30	days.	Learning	how	to	effectively	manage	your	time	enables	you	to
meet	deadlines,	explore	new	ideas,	and	find	a	healthy	work-life	balance.	If	you	feel	overwhelmed	and	overworked,	learning	a	few	time	management	tools	may	help	you	reduce	stress	and	plan	how	to	meet	your	goals.Discover	seven	skills	that,	when	developed,	can	give	a	big	boost	to	your	productivity.What	is	time	management?Time	management	refers
to	the	art	of	effectively	planning	your	time.	This	allows	you	to	efficiently	and	productively	complete	the	activities	and	tasks	you	need	to	in	the	appropriate	amount	of	time.	Time	management	also	involves	prioritizing	your	to-do	list	so	that	you	complete	urgent	or	important	tasks	before	others.	This	helps	to	avoid	missing	important	deadlines	or	rushing
through	important	tasks.A	skill	involves	accessing	and	applying	knowledge	to	execute	a	specific	kind	of	task	effectively.	So,	a	time	management	skill	involves	accessing	and	applying	knowledge	to	manage	time	effectively.7	time	management	skillsIf	you're	ready	to	take	control	of	your	time,	work	on	developing	these	seven	time	management	skills.1.
PrioritizationTo	effectively	manage	your	time,	you	will	need	to	decide	in	which	order	you	should	complete	your	tasks.	Reviewing	your	schedule	each	day	and	deciding	whether	tasks	are	urgent,	important,	or	neither	can	help	you	plan	when	and	how	to	manage	your	time	throughout	the	day.	In	general,	you	will	want	to	prioritize	your	urgent	tasks	in	the
order	of	their	importance.	Following	this,	you	can	complete	your	non-urgent	tasks	in	the	same	manner.	This	makes	sure	you	complete	critical	tasks	with	the	needed	attention	and	time.One	key	difference	when	prioritizing	tasks	involves	“urgent”	and	“important”	tasks.	Urgent	tasks	require	completion	as	soon	as	possible.	Important	tasks	matter,	and
not	doing	them	may	lead	to	negative	consequences,	but	you	have	more	flexibility	on	when	they	get	done.For	example,	you	might	label	picking	up	your	prescription	from	the	pharmacy	an	important	task	because	you	likely	need	the	medication,	and	waiting	too	long	could	have	negative	health	consequences.	However,	you	may	have	freedom	over	the	next
couple	of	days	as	to	when	you	pick	up	the	prescription.	If	you	expect	an	important	phone	call	and	your	phone	rings,	then	picking	up	the	phone	call	becomes	an	urgent	task	because	it	demands	your	immediate	attention.2.	Goal	settingCareer	goals	give	a	measurable	way	to	determine	progress	toward	the	end	product.	Setting	goals	can	help	you	organize
your	to-do	list	and	determine	the	priority	of	your	tasks.	If	you	have	a	goal	set	for	the	end	of	each	week	or	month,	then	you	can	create	a	priority	list	specifically	for	each	goal.	This	can	reduce	the	feeling	of	being	stressed	or	overwhelmed	when	working	toward	larger	goals.3.	PlanningWriting	down	your	schedule	can	give	you	a	realistic	idea	of	how	much
time	you	have	to	allocate	to	different	tasks.	For	example,	you	may	have	a	standard	9-to-5	work	day	and	assume	you	have	eight	hours	to	complete	your	five	project-based	tasks	of	the	day.	Let’s	say	you	then	write	down	your	schedule	and	see	you	have	an	hour-long	lunch	meeting,	a	30-minute	internal	meeting	on	a	different	floor,	and	have	to	leave	30
minutes	early	to	pick	up	your	kids	from	school.	When	you	write	this	down,	you	see	you	actually	have	six	hours	outside	of	meetings.By	breaking	down	your	schedule,	you’ll	realize	each	meeting	is	a	10-minute	walk	from	your	office.	In	addition	to	this,	you	know	it	takes	you	at	least	10	minutes	to	get	organized	at	your	desk	before	beginning	work	each
time	you	return,	and	you	will	need	a	30-minute	break	in	the	day	to	recharge.	You	now	realize	you	have	to	factor	in	40	minutes	of	walking	time	and	50	minutes	of	non-working	time	at	your	desk.	This	leaves	you	4.5	hours	of	working	time	for	your	project-based	tasks.When	you	write	down	your	schedule,	you	can	better	allocate	time	for	each	task	and
make	reasonable	plans	for	your	day.Tip:	Analyzing	your	daily	and	weekly	patterns	can	help	you	find	which	times	in	the	day	you	are	typically	most	productive.	Some	people	may	find	they	tend	to	have	hours	of	uninterrupted	time	before	lunch,	while	others	may	work	their	best	in	the	afternoons	or	evenings.	By	understanding	when	you	focus	best,	you	can
schedule	more	complex	tasks	during	these	hours.	For	mindless	and	simple	tasks,	you	can	schedule	these	assignments	during	less	focused	hours.4.	DelegationDelegating	tasks	can	help	you	avoid	being	overwhelmed.	If	you	have	the	capacity	to	delegate	tasks	within	your	workplace,	consider	assigning	certain	projects	to	team	members	who	have	the
ability	to	take	them	on.	This	gives	you	time	to	focus	on	more	challenging	tasks.5.	Setting	boundaries	and	saying	"no"If	your	supervisor	or	colleague	asks	you	to	complete	a	task	and	you	don’t	have	the	time,	practice	being	assertively	honest	about	your	work	capacity	and	current	workload.	Taking	on	too	many	responsibilities	can	prevent	you	from
completing	important	work	and	contribute	to	missing	deadlines.	If	you	repeatedly	have	more	tasks	than	you	can	effectively	complete,	consider	scheduling	a	meeting	with	your	supervisor	to	discuss	the	limits	of	your	role	and	how	you	can	best	perform	in	your	current	position.Read	more:	How	to	Set	Boundaries	at	Work6.	FocusCreating	an	organized
workspace	can	help	you	focus	on	your	assignments	and	prevent	you	from	wasting	time	on	distractions.	To	work	productively,	make	sure	you	can	find	the	needed	materials	and	you	have	a	comfortable	space	where	nobody	will	interrupt	you.Instead	of	trying	to	complete	several	tasks	at	once,	focus	on	one	task	at	a	time.	This	may	improve	the	quality	of
completed	tasks	and	allow	you	to	reduce	distractions.7.	AutomationMany	technologies	exist	to	automate	common	workplace	tasks.	Depending	on	your	profession,	using	project	management	software,	human	resource	software,	email	templates,	or	scheduling	software	may	help	streamline	your	workload.Benefits	of	good	time	managementManaging
your	time	well	can	help	you	in	the	workplace	in	many	ways.	In	general,	good	time	management	skills	offer	the	following	benefits	compared	to	poor	time	management	skills:Lower	levels	of	stressLower	anxiety	levelsImproved	reputation	in	the	workplaceBetter	focusMore	productivityImproved	decision-makingAttainment	of	goalsIncreased	ability	to
meet	deadlinesImproved	work	qualityBetter	work-life	balanceIncrease	professional	confidenceMore	free	timeMore	energy	for	personal	activitiesExpand	your	skill	set	with	Coursera	PlusLearn	job-ready	skills	from	industry	leaders	like	Google,	Microsoft,	and	IBM	with	a	Coursera	Plus	subscription—available	in	monthly	and	annual	tiers.	You’ll	get	a
certificate	for	every	program	you	finish,	which	you	can	add	to	further	enhance	your	resume.	Circular	1042	View	PDF	picture_as_pdf	The	term	Time	Management	is	a	misnomer.	You	cannot	manage	time;	you	manage	the	events	in	your	life	in	relation	to	time.	You	may	often	wish	for	more	time,	but	you	only	get	24	hours,	1,440	minutes,	or	86,400
seconds	each	day.	How	you	use	that	time	depends	on	skills	learned	through	self-analysis,	planning,	evaluation,	and	self-control.	Much	like	money,	time	is	both	valuable	and	limited.	It	must	be	protected,	used	wisely,	and	budgeted.	People	who	practice	good	time	management	techniques	often	find	that	they:	Are	more	productive.	Have	more	energy	for
things	they	need	to	accomplish.	Feel	less	stressed.	Have	more	free	time	to	do	the	things	they	want.	Get	more	things	done.	Relate	more	positively	to	others.	Feel	better	about	themselves.	(Dodd	and	Subdheim,	2005)	Finding	a	time	management	strategy	that	works	best	for	you	depends	on	your	personality,	ability	to	self-motivate,	and	level	of	self-
discipline.	By	incorporating	some,	or	all	the	ten	strategies	below,	you	can	more	effectively	manage	your	time.	1.	Know	How	You	Spend	Your	Time	A	time	log	is	a	helpful	way	to	determine	how	you	use	your	time.	Record	what	you	are	doing	in	15-minute	intervals	for	a	week	or	two.	Evaluate	the	results:	Did	everything	you	needed	to	do	get	done?	Which
tasks	require	the	most	time?	What	time	of	day	when	you	are	most	productive?	Where	is	most	of	your	time	is	devoted	(i.e.	job,	family,	personal,	recreation)?	Identifying	your	most	time-consuming	tasks	and	determining	whether	you	are	investing	your	time	in	the	most	important	activities	can	help	you	to	determine	a	course	of	action.	Having	a	good	sense
of	the	time	required	for	routine	tasks	can	help	you	be	more	realistic	in	planning	and	estimating	how	much	time	is	available	for	other	activities.	Many	apps	exist	to	help	you	keep	track	of	your	time,	as	mentioned	in	Strategy	3.	2.	Set	Priorities	Managing	your	time	effectively	requires	a	distinction	between	what	is	important	and	what	is	urgent
(MacKenzie,	1990).	Experts	agree	that	the	most	important	tasks	usually	aren’t	the	most	urgent	tasks.	However,	we	tend	to	let	the	urgent	tasks	dominate	our	lives.	Covey,	Merrill,	and	Merrill	(1994)	categorize	activities	into	four	quadrants	in	their	Time	Management	Matrix:	urgent,	not	urgent,	important,	and	not	important.	While	activities	that	are
both	urgent	and	important	must	be	done,	Covey	et	al.	suggests	spending	less	time	on	activities	that	are	not	important	(regardless	of	their	urgency)	to	gain	time	for	activities	that	are	not	urgent	but	important.	Focusing	on	these	important	activities	allows	you	to	gain	greater	control	over	your	time	and	may	reduce	the	number	of	important	tasks	that
become	urgent.			Urgent	Not	Urgent	Important	Do	these	tasks	as	soon	as	possible.	Examples:	Submit	job	application	by	5	p.m.	Pick	up	sick	child	from	school	Call	plumber	to	fix	leaking	toilet	Defer	these	tasks	until	all	urgent	and	important	tasks	have	been	completed.	Examples:	Schedule	dentist	appointment	Reply	to	coworker’s	email	regarding	future
event	Plan	family	reunion	Not	Important	Delegate	these	tasks	to	the	appropriate	people	who	can	manage	them.	Examples:	Help	son	with	homework	Pull	weeds	from	flower	beds	Make	dinner	for	family	Delete	these	tasks	–	they	are	often	time	wasters.	Examples:	Respond	to	social	media	comments	Online	shopping	Finish	watching	TV	show	Creating	a
"to	do”	list	is	an	easy	way	to	prioritize.	Whether	you	need	a	daily,	weekly,	or	monthly	list	depends	on	your	lifestyle.	Be	careful	to	keep	list-making	from	getting	out	of	control.	List	manageable	tasks	rather	than	goals	or	multi-step	plans.	Rank	the	items	on	your	“to	do”	list	in	order	of	priority	(both	important	and	urgent).	You	may	choose	to	group	items	in
categories	such	as	high	priority,	medium	priority,	or	low	priority;	number	them	in	order	of	priority;	or	use	a	color-coding	system.	The	goal	is	not	to	mark	off	the	most	items,	but	to	mark	off	the	highest	priority	items	(MacKenzie,	1990).	A	prioritized	“to	do”	list	allows	you	to	set	boundaries	so	you	can	say	“no”	to	activities	that	may	be	interesting	or
provide	a	sense	of	achievement	but	do	not	fit	your	basic	priorities.	3.	Use	a	Planning	Tool	Time	management	experts	recommend	using	a	personal	planning	tool	to	improve	your	productivity.	Personal	planning	tools	include	planners,	calendars,	phone	apps,	wall	charts,	index	cards,	pocket	diaries,	and	notebooks.	Writing	down	your	tasks,	schedules,	and
items	to	remember	can	free	your	mind	to	focus	on	your	priorities.	Auditory	learners	may	prefer	to	dictate	their	thoughts	instead.	The	key	is	to	find	one	planning	tool	that	works	for	you	and	use	that	tool	consistently.	When	using	a	planning	tool:	Always	record	your	information	on	the	tool	itself.	Jotting	notes	elsewhere	that	must	be	transferred	later	is
inefficient	and	wastes	more	time.	Review	your	planning	tool	daily.	Keep	a	list	of	your	priorities	in	your	planning	tool	and	refer	to	it	often.	Keep	planning	tools	synchronized.	If	you	keep	more	than	one,	make	sure	your	phone,	computer,	and	paper	planning	tools	match.	Keep	a	back-up	system.	Apps	on	your	phone	can	be	great	planning	tools.	Apps
typically	fall	into	one	of	the	following	categories:	Time	Trackers	–	Gain	an	awareness	of	how	you	spend	your	time.	Time	Savers	–	Increase	productivity	and	break	time-wasting	habits.	Task	Managers	–	Prioritize	and	organize	tasks	to	improve	time	management.	Habit	Developers	–	Create	healthy	habits	to	encourage	time	management.	4.	Get	Organized
Disorganization	leads	to	poor	time	management.	Research	has	shown	that	clutter	has	a	strong	negative	impact	on	perceived	well-being	(Roster,	2016).	To	improve	your	time	management,	get	organized.	Set	up	three	boxes	(or	corners	of	a	room)	labeled	"Keep,"	"Give	Away,"	and	"Toss."	Sort	items	into	these	boxes.	Discard	items	in	your	“Toss”	box.
Your	"Give	Away"	box	may	include	items	you	want	to	sell,	donate,	or	discard.	The	next	step	is	to	improve	the	time	you	spend	processing	information.	For	example,	tasks	such	as	email	can	eat	up	your	day.	To	combat	wasted	time,	implement	an	email	organization	system	that	allows	you	to	process	the	information	in	each	email	as	efficiently	as	possible.
Use	folders,	flagging,	or	a	color-coded	system	to	keep	track	of	what’s	what.	5.	Schedule	Appropriately	Scheduling	is	more	than	just	recording	what	must	be	done	(e.g.,	meetings	and	appointments).	Be	sure	to	build	in	time	for	the	things	you	want	to	do.	Effective	scheduling	requires	you	to	know	yourself.	Your	time	log	should	help	you	to	identify	times
when	you	are	most	productive	and	alert.	Plan	your	most	challenging	tasks	for	when	you	have	the	most	energy.	Block	out	time	for	your	high	priority	activities	first	and	protect	that	time	from	interruptions.	Schedule	small	tasks	such	as	drafting	an	email,	creating	a	grocery	shopping	list,	reading,	watching	webinars	or	listening	to	podcasts	for	long
commutes	or	when	waiting	for	a	call	or	appointment.	Capitalize	on	what	would	otherwise	be	time	lost.	Avoid	nonproductive	activities,	such	as	playing	games	or	scrolling	through	social	media.	Limit	scheduled	time	to	about	three-fourths	of	your	day	to	allow	for	creative	activities	such	as	planning,	dreaming,	and	thinking.	6.	Delegate:	Get	Help	from
Others	Delegating	means	assigning	responsibility	for	a	task	to	someone	else,	freeing	up	your	time	for	tasks	that	require	your	expertise.	Identify	tasks	others	can	do	and	select	the	appropriate	person(s)	to	do	them.	Select	someone	with	the	appropriate	skills,	experience,	interest,	and	authority	needed	to	accomplish	the	task.	Be	specific.	Define	the	task
and	your	expectations	while	allowing	the	person	some	freedom	to	personalize	the	task.	Check	how	well	the	person	is	progressing	periodically	and	provide	any	assistance,	being	careful	not	to	take	over	the	responsibility.	Finally,	reward	the	person	for	a	job	well	done	or	make	suggestions	for	improvements	if	needed.	(Dodd	and	Sundheim,	2005).
Another	way	to	get	help	is	to	“buy”	time	by	obtaining	goods	or	services	that	save	time.	For	example,	paying	someone	to	mow	your	lawn	or	clean	your	house,	or	joining	a	carpool	for	your	children’s	extracurricular	activities	frees	time	for	other	activities.	The	time-savings	from	hiring	someone	for	specialized	projects	is	often	worth	the	cost.	7.	Stop
Procrastinating	People	put	off	tasks	for	a	variety	of	reasons.	Perhaps	the	task	seems	overwhelming	or	unpleasant.	To	help	stop	procrastination,	consider	“eating	the	big	frog	first.”	A	quote	commonly	attributed	to	Mark	Twain	says,	“If	it’s	your	job	to	eat	a	frog	today,	it’s	best	to	do	it	first	thing	in	the	morning.	And	if	it’s	your	job	to	eat	two	frogs,	it’s	best
to	eat	the	big	frog	first.”	Unpleasant	tasks	we	procrastinate	completing	are	“big	frogs.”	Complete	these	tasks	as	your	first	action	of	the	day	to	get	them	out	of	the	way.	Another	option	is	to	“snowball”	your	tasks	by	breaking	them	down	into	smaller	segments,	completing	preparatory	tasks,	and	eventually	completing	the	larger	task	at	hand.	Whether	you
choose	the	“big	frog	first”	or	“snowball”	method,	try	building	in	a	reward	system	for	completed	tasks	to	help	stay	motivated.	8.	Manage	Time-Wasters	Reduce	or	eliminate	time	spent	in	these	activities	by	implementing	some	simple	tips.	Handheld	Devices	Take	advantage	of	voice-to-text	features	such	as	transcribed	voicemails	or	to	make	notes	or	draft
emails	and	text	messages	when	you	are	on	the	go.	Avoid	small	talk.	Stay	focused.	Take	any	necessary	action	immediately	following	a	call.	Impose	screen	time	limits	and	regularly	monitor	your	digital	wellness	(see	Strategy	10).	Schedule	breaks	from	your	devices.	Email	Set	aside	a	specific	time	to	view	and	respond	to	email,	but	don’t	let	it	accumulate
to	the	point	it	becomes	overwhelming	to	sort.	Turn	off	notifications	for	email.	Handle	each	item	only	once	if	possible.	Immediately	delete	or	unsubscribe	from	junk	emails.	Keep	address	books	up-to-date	and	organized.	Utilize	built-in	shortcuts	to	sort	email.	Unexpected	Visitors	Schedule	time	for	face-to-face	visits.	Inform	visitors	of	your	time
constraints	and	politely	offer	to	reschedule.	Set	a	mutually	agreeable	time	limit	for	the	visit.	When	someone	comes	to	the	door,	stand	up	and	have	your	meeting	standing	to	help	keep	it	brief.	In-Person	and	Virtual	Meetings	Know	the	purpose	of	the	meeting	in	advance.	Arrive	early.	Start	and	end	the	meeting	on	time.	Prepare	an	agenda	and	stick	to	it.
Use	a	timed	agenda,	if	necessary.	Don’t	schedule	meetings	unless	they	are	necessary	and	have	a	specific	purpose	or	agenda.	Use	recording	software	or	designate	a	note-taker.	Family	Obligations	Use	and	sync	virtual	calendars	for	easy	sharing	between	busy	family	members.	Make	each	family	member	responsible	for	consulting	the	master	calendar	for
potential	conflicts.	Create	a	central	area	or	agreed	upon	app	for	posting	communications	such	as	appointment	reminders,	announcements,	and	messages.	9.	Avoid	Multi-tasking	Psychological	studies	have	shown	that	multi-tasking	does	not	save	time.	In	fact,	the	opposite	is	often	true.	You	lose	time	when	switching	from	one	task	to	another,	resulting	in
a	loss	of	productivity	(Rubinsteim,	Meyer,	and	Evans,	2001).	Routine	multi-tasking	may	lead	to	difficulty	in	concentrating	and	maintaining	focus.	Do	your	best	to	focus	on	just	one	task	at	a	time	by	keeping	your	area	clear	of	distractions,	including	turning	off	notifications	on	your	devices,	and	set	aside	dedicated	time	for	specific	tasks.	10.	Stay	Healthy
The	care	and	attention	you	give	yourself	is	an	important	investment	of	time.	Scheduling	time	to	relax	or	do	nothing	helps	you	rejuvenate	physically	and	mentally,	enabling	you	to	accomplish	tasks	more	quickly	and	easily.	Be	sure	to	monitor	your	screen	time	as	a	part	of	your	digital	well-being,	setting	boundaries	to	stay	healthy.	A	study	conducted	by
Google	showed	that	four	out	of	five	study	participants	who	took	steps	to	improve	their	digital	well-being	believe	their	overall	well-being	was	positively	impacted	as	well	(Google,	2019).	To	improve	your	digital	well-being,	set	time	limits	or	utilizing	built-in	software	on	electronic	devices	such	as	phones	and	tablets	to	help	maintain	your	digital	wellness.
Blue	light	blockers	and	grayscale	mode	may	also	help	you	improve	your	digital	well-being.	Set	a	time	each	night	to	shut	off	all	digital	devices	to	give	your	mind	time	to	relax;	this	can	also	help	improve	your	sleep	schedule.	Unfortunately,	poor	time	management	and	too	much	screen	time	can	result	in	fatigue,	moodiness,	and	more	frequent	illness.	To



reduce	stress,	reward	yourself	for	time	management	successes.	Take	time	to	recognize	that	you	have	accomplished	a	major	task	or	challenge	before	moving	on	to	the	next	activity.	Conclusion	Whatever	time	management	strategies	you	use,	take	time	to	evaluate	how	they	have	worked	for	you.	Do	you	have	a	healthy	balance	between	work	and	home
life?	Are	you	accomplishing	the	tasks	that	are	most	important	in	your	life?	Are	you	investing	enough	time	in	your	own	personal	well	being?	If	the	answer	is	“no”	to	any	of	these	questions,	then	reevaluate	your	time	management	strategies	and	transition	to	ones	that	will	work	better	for	you.	Successful	time	management	leads	to	greater	personal
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on	Feb	19,	2024	Time	management	skills	are	precious,	both	in	the	workplace	and	in	our	everyday	lives.	And	you	came	to	the	right	place	to	learn	all	you	need	to	know	about	them.	So	let’s	not	waste	any	time	and	get	straight	to	the	point!This	guide	will	show	you:What	are	time	management	skills	and	a	list	of	the	best	time	management	skills
examples.How	to	put	time	management	skills	on	a	resume	to	impress	recruiters	and	land	more	jobs.How	to	describe	your	good	time	management	skills	during	job	interviews	and	how	to	answer	time	management	interview	questions.Expert	tips	on	how	to	improve	your	time	management	skills—starting	today!Want	to	present	your	time	management
skills	on	a	resume	the	best	way	possible?Want	to	save	time	and	have	your	resume	ready	in	5	minutes?	Try	our	AI	resume	builder.	It’s	fast	and	easy	to	use.	Plus,	you’ll	get	ready-made	content	to	add	with	one	click.	See	20+	resume	templates	and	create	your	resume	here.Create	your	resume	nowSample	resume	made	with	our	builder—See	more	resume
examples	here.One	of	our	users,	Erin,	had	this	to	say:This	is	the	greatest	thing	ever!	My	resume	looks	so	professional.	I	didn't	have	to	do	anything	but	upload	my	written	resume	and	Zety	has	automatically	designed	it	and	re-worded	it.Looking	for	different	skills	sets	to	add	to	your	resume?	See:1.	Time	Management	Skills	ExamplesTime	management
skills	are	skills	connected	with	the	process	of	planning	and	organizing	one's	activities	in	order	to	enhance	performance,	maximize	productivity,	and	increase	efficiency.	They	allow	you	to	work	smarter	and	get	complete	more	tasks	in	less	time.Time	management	at	work	is	indispensable.	In	fact,	a	recent	LinkedIn	study	revealed	that	time	management	is
one	of	the	top-five	most	in-demand	soft	skills.And	what	makes	time	management	even	more	important?It’s	a	transferable	skill.It	means	it	can	be	applied	across	all	industries	and	positions.	No	matter	what	your	job	is,	being	good	at	time	management	will	greatly	improve	your	hireability.Without	further	ado	then,	let’s	have	a	look	at	the	most	important
time	management	skills	examples.(If	you’re	more	interested	in	how	to	improve	your	time	management	skills,	scroll	down	to	see	the	best	tips!)Here	is	a	list	of	the	most	important	time	management	skills:PrioritizingDelegationDecision-makingGoal	settingMultitaskingProblem	solvingStrategic	thinkingSchedulingManaging	appointmentsRecord
keepingNeed	more	examples	of	time	management	skills?	Here	are	some	less	popular	(yet	crucial!)	abilities	related	to	time	management:Organization	and	filingMeeting	deadlinesSelf-awarenessStress	management	and	copingStrategic	planningEffective	teamworkDocumentationAssessment	and	evaluationOffice	management	and	maintenanceStock
inventoryResource	managementThe	thing	is—Generic	skills	lists	should	only	work	as	a	point	of	reference.It’s	not	enough	to	list	your	time	management	skills	in	the	skills	section	of	your	resume	or	to	simply	say	“I’m	great	at	time	management”	during	a	job	interview.You	need	to	prove	you	have	these	skills.	Ideally,	by	providing	examples	of	how	you
applied	them.Let’s	see	how	you	can	do	it.First,	we’ll	walk	through	listing	your	time	management	skills	on	a	resume.(If	you’re	more	interested	in	how	to	answer	time	management	interview	questions,	move	on	to	the	next	section.)2.	How	to	Put	Time	Management	Skills	on	a	ResumeThe	job	ad	requires	candidates	to	be	good	at	time	management.Like	I
said,	putting	“Time	Management”	in	your	resume	skills	section	won’t	do.Sure,	listing	a	few	time	management	resume	keywords	amongst	your	skills	could	help	you	pass	the	ATS	scan.But	once	human	beings	start	reviewing	your	resume—they’ll	be	looking	for	proof.You’ll	need	to	provide	real-life	examples	of	your	time	management	skills.The	best	place
to	do	it?Descriptions	of	your	past	jobs	and	achievements	in	the	work	experience	section.Check	out	these	examples	of	time	management	skills	described	on	resumes.Time	Management	Skills—Resume	ExamplesSecretaryPiloted	a	new	appointments	booking	system	which	increased	office	efficiency	by	15%.Commended	by	2	supervisors	for	meticulous
record-keeping.Executive	AssistantManaged	busy	schedules	and	travel	plans	of	3+	corporate	executives	while	performing	general	office	administration	duties.Designed	a	new	system	of	internal	communication	between	assistants	to	save	4	work	hours	a	week	on	average.Project	ManagerManaged	the	highly	successful	Lean	Training	project	for	three
years.	Improved	quality	by	32%,	cut	lead	times	21%,	cut	costs	48%.Scrum	Master	for	15	products,	completed	an	average	of	10%	under	budget,	staying	within	deadlines	for	every	project.Software	EngineerOptimized	beta-testing	workflow	to	double	the	Timely	Project	Delivery	scores.Assisted	in	re-prioritizing	the	Software	Development	Roadmap	to
complete	all	critical	projects	on	time.While	time	management	skills	are	crucial,	you	shouldn’t	forget	about	other	skills.	Our	detailed	analysis	of	11	million	resumes	created	in	our	builder	has	shown	that	these	are	the	top	10	most	frequently	added	skills	overall:Teamwork	and	CollaborationProblem-solvingExcellent	CommunicationMultitaskingAttention
to	DetailMS	OfficeAnalytical	and	Critical	ThinkingData	EntryProject	ManagementTeam	ManagementMaking	a	resume	with	our	builder	is	incredibly	simple.	Follow	our	step-by-step	guide,	use	ready-made	content	tailored	to	your	job	and	have	a	resume	ready	in	minutes.When	you’re	done,	our	AI	resume	builder	will	score	your	resume	and	our	resume
checker	will	show	you	exactly	how	to	improve	it.For	great	tips	on	how	to	put	any	skills	on	your	resume,	see:	Skills	Employers	Want	and	How	to	Present	Them	on	a	Resume3.	Sample	Time	Management	Interview	Questions	&	AnswersCongratulations!You	nailed	the	descriptions	of	your	time	management	and	prioritization	skills	on	your	resume.You
made	it	to	the	interview.	Now,	employers	will	most	likely	want	to	ask	more	detailed	questions	on	how	well	you	manage	your	time.	And	it	will	get	trickier.Interview	questions	on	time	management	usually	fall	into	the	category	of	situational	interview	questions.Let’s	go	through	some	examples	of	time	management	interview	questions	and	see	good	and
less-than-perfect	answers.1.	Tell	me	about	a	time	your	workload	was	very	heavy.This	question	focuses	mostly	on	your	prioritization	skills.	See	these	sample	answers.	What’s	the	main	difference	between	them?The	first	answer	shows	two	great	time-management	skills:	prioritization	and	delegation.	(It	actually	shows	general	management	skills,	too!)The
second	answer?	Well,	“working	overtime,”	might	show	dedication,	but	actually	it’s	the	exact	opposite	of	effective	time	management	in	the	workplace.2.	Tell	me	about	a	long-running	project	you	handled.	How	did	you	manage	your	time	to	meet	your	deadlines?The	right	answer	shows	project	management	and	effective	teamwork.The	wrong	one?	It’s	far
too	unspecific,	thus,	hardly	believable.3.	Describe	a	time	when	you	had	too	many	to-do	items	on	your	list.	How	did	you	solve	the	problem?The	right	answer	is	a	perfect	example	of	problem-solving,	coping,	as	well	as	creative	thinking.The	wrong	answer	isn’t	actually	awful.	Sometimes	it’s	necessary	to	give	some	projects	up	and	it’s	good	to	realize	it
when	the	time	comes.But	the	answer	sounds	as	if	the	candidate	showed	no	initiative	at	all,	which	might	be	a	red	flag	for	hiring	managers.To	get	ready	for	every	interview	that	might	be	ahead	of	you,	make	sure	you	read:	Common	Job	Interview	Questions	and	the	Best	Answers4.	How	to	Improve	Time	Management	Skills?	3	Top	TipsI	hate	to	break	this
to	you:To	get	better	at	time	management	requires	both	time	and	practice.	But—There	are	things	you	can	start	doing	today	to	get	better	at	managing	your	time.	And	it	all	starts	with	prioritizing.1.	Understand	the	Difference	Between	Urgent	and	ImportantUrgent	things	require	your	immediate	attention.	But	just	because	something	is	urgent,	doesn’t
mean	it’s	important.Doing	things	that	seem	urgent	but	are	actually	of	little	significance	costs	us	all	a	lot	of	time.You	should	always	focus	on	what’s	important:	starting	with	urgent	issues,	and	following	with	less	urgent	ones.For	things	that	are	urgent,	but	not	important:	try	and	delegate	if	there’s	someone	who	can	do	them	for	you.	If	not,	come	back	to
them	later	(if	necessary	at	all).Things	that	are	neither	urgent	nor	important?	Ignore	them.	Or	save	them	for	last	if	they’re	your	guilty	pleasures	like	playing	video	games.Use	a	priority	matrix	like	this	one,	to	keep	tasks	organized:Here	are	some	practical	examples	to	help	you	see	the	difference:Urgent	and	Important	Tasks:	Do	NowTax	deadline.Sudden
work	crisis.Phone	call	from	a	strategic	client.Not	Urgent	but	Important	Tasks:	Do	NextExercisingLong-term	planningLearning	new	skillsUrgent	but	Not	Important	Tasks:	Do	Later	(If	Still	Necessary)	or	DelegatePhone	call	from	a	telemarketer.Most	emails.Requests	for	favors	from	coworkers.Not	Urgent	and	Not	Important	Tasks:	IgnoreBrowsing	social
media.Playing	video	games.Binge-watching	TV	series	you’ve	already	seen	8	times.2.	Do	Difficult	Work	When	You	Know	You’re	Most	ProductiveAll	of	us	have	certain	times	of	day	when	we’re	most	productive.	Schedule	difficult	tasks	that	require	full	focus	for	these	times,	if	possible.Personally,	I’m	the	exact	opposite	of	a	morning	person.	I	know	I	can’t
write	for	the	first	2	to	3	hours	after	waking	up.	So	I	fill	this	time	with	smaller	tasks	such	as	replying	to	emails,	taking	care	of	the	proper	documentation	of	my	work	and	so	on.The	priority	matrix	from	the	previous	section	also	helps	here:	if	you	have	a	list	of	smaller,	non-urgent	but	important	tasks,	you	can	always	pick	from	them	when	you	have	a
moment	of	spare	time,	but	feel	unable	to	do	anything	complex.3.	Stick	to	a	Schedule	and	Don’t	Miss	DeadlinesKeith	Wilcox,	a	researcher	out	of	Columbia	University,	analyzed	half	a	million	tasks	entered	into	a	popular	to-do	list	app	to	check	the	users’	behaviour.He	found	that	when	they	changed	the	deadline	for	a	task,	it	took	them	an	average	of	16
more	days	to	complete	the	task	than	when	they	kept	the	original	deadline.Missing	deadlines	is	not	a	once	in	a	while	occurrence	either—users	changed	deadlines	on	51%	of	tasks.Creating	a	schedule	for	your	whole	week,	in	turn,	helps	you	save	time	you’d	spend	deciding	what	task	to	do	next.It’s	best	to	use	a	to-do	list	to	schedule	out	everything	we’re
going	to	do	each	week	(and	day)	into	our	calendar	and	then	just	let	the	calendar	direct	us.A	calendar	itself	can	be	your	most	important	productivity	tool.	You	can	use	it	to	measure	the	value	of	your	work	time	so	that	you	can	make	the	most	of	your	working	hours.Want	to	learn	more	about	getting	better	at	managing	your	time	and	priorities?	Read	our
article	with	insider	hacks	from	professional	project	managers	(plus,	a	list	of	the	coolest	time	management	and	productivity	apps!):	How	to	Manage	Your	Life	Like	a	Professional	Project	Manager	(Insider	Tips)Plus,	a	great	cover	letter	that	matches	your	resume	will	give	you	an	advantage	over	other	candidates.	You	can	write	it	in	our	cover	letter	builder
here.	Here's	what	it	may	look	like:Create	my	cover	letter	nowSee	more	cover	letter	templates	and	start	writing.Key	TakeawayHere’s	a	recap	of	the	most	important	points	about	time	management	skills:Time	management	skills	are	amongst	the	5	most	desired	soft	skills	on	today's	job	market.Examples	of	time	management	skills	include:	prioritizing,
organization,	delegation,	strategic	planning,	and	problem	solving.To	show	off	your	time	management	skills	on	a	resume,	don’t	just	list	them:	back	them	up	with	real-life	examples.To	improve	your	time	management	skills:	focus	on	the	most	important	tasks	and	ignore	those	that	are	urgent	but	not	vital	to	complete.	Do	difficult	work	when	you	feel	most
productive,	and	create	a	schedule	and	stick	to	it.About	Zety’s	Editorial	ProcessThis	article	has	been	reviewed	by	our	editorial	team	to	make	sure	it	follows	Zety's	editorial	guidelines.	We’re	committed	to	sharing	our	expertise	and	giving	you	trustworthy	career	advice	tailored	to	your	needs.	High-quality	content	is	what	brings	over	40	million	readers	to
our	site	every	year.	But	we	don't	stop	there.	Our	team	conducts	original	research	to	understand	the	job	market	better,	and	we	pride	ourselves	on	being	quoted	by	top	universities	and	prime	media	outlets	from	around	the	world.Sources	Have	you	ever	found	yourself	using	the	phrase,	“There	just	aren’t	enough	hours	in	the	day”?	Everyone	feels	this	way
from	time	to	time,	whether	you’re	a	working	parent,	busy	entrepreneur,	student	or	any	other	human	in	our	fast-paced	world.	Now	think	about	it	this	way:	Everyone	has	the	same	amount	of	hours	in	the	day.	So	what	separates	the	Warren	Buffetts	and	Sheryl	Sandbergs	from	the	rest	of	us?	The	answer	is	time	management	skills.What	are	time
management	skills?Time	management	is	your	ability	to	use	your	time	effectively,	be	productive	and	accomplish	not	only	your	daily	tasks,	but	your	larger	life	goals.	It	means	knowing	the	difference	between	being	busy	and	being	productive:	When	you’re	busy,	your	mind	is	preoccupied	with	your	to-do	list,	skipping	from	one	task	to	another	without
focusing	on	anything.	When	you’re	productive,	you	have	a	plan	for	tackling	everything	you	need	to	do	and	you’re	able	to	get	laser-focused	on	your	goals.Real	time	management	goes	beyond	making	a	daily	planner	or	writing	an	endless	to-do	list	that	only	seems	to	get	longer,	not	shorter.	Time	management	skills	include	the	ability	to	set	goals,	focus,
organize,	prioritize,	communicate	and	delegate.	Time	management	skills	in	events	are	particularly	important,	as	Tony	Robbins	can	attest	to.	You	want	to	be	efficient,	productive	and	ensure	you	create	happy	customers	–	or	guests.The	first	step	toward	learning	how	to	improve	time	management	skills	is	realizing	that	it’s	a	mental	game	that	anyone	can
master.	Ultimately,	the	answer	to	the	question,	“What	are	time	management	skills?”	depends	not	on	external	tools,	but	on	your	internal	state.Top	12	time	management	skillsTo	make	the	most	of	your	time	and	achieve	the	life	that	you	dream	of,	you	must	create	a	mental	shift	in	how	you	think	about	time	management.	Time	is	not	a	resource	that’s	out	of
your	control.	You	can	leverage	these	12	time	management	skills	to	help	you	use	those	hours	to	the	fullest.Whether	you	want	to	build	a	fulfilling	career,	find	more	passion	in	your	life	or	make	time	for	your	health	and	wellness,	all	examples	of	time	management	skills	start	with	a	single	foundation:	finding	your	purpose.	Using	your	hours	to	work	toward
the	outcomes	you	value	the	most	will	help	to	not	only	bring	you	success,	but	will	also	sustain	that	feeling	of	fulfillment	that	comes	from	accomplishing	your	goals.Although	there	is	no	such	thing	as	work-life	balance,	finding	your	purpose	can	also	help	you	work	toward	the	real	solution:	work-life	integration.	Find	your	mission	and	incorporate	it	into
your	life	so	that	your	work	doesn’t	feel	like	work	–	it	revitalizes	you.	This	is	exactly	what	you’ll	get	with	good	time	management	skills.Time	management	skills	aren’t	just	about	time	–	they’re	about	your	entire	mindset.	You	must	shift	your	perspective,	let	go	of	the	beliefs	that	are	holding	you	back	and	commit	to	living	the	life	you	desire.	It	starts	with
changing	your	story.	If	you’ve	always	thought	that	“There	just	aren’t	enough	hours	in	the	day,”	you’ll	believe	you	can	never	accomplish	everything	you	want.	If	you’ve	always	felt	disorganized	and	scattered,	you’ll	believe	you’re	a	hopeless	case.There	are	numerous	other	limiting	beliefs	that	could	be	holding	you	back,	but	they	all	have	the	same	result	–
you’re	defeated	before	you’ve	even	begun.	But	when	you	create	an	empowering	story	built	around	your	ability	to	learn	how	to	improve	time	management	skills,	you’ll	unlock	the	sense	of	confidence	that	only	comes	from	having	a	deep	belief	in	yourself.Time	management	skill	#3:	Focus“Where	focus	goes,	energy	flows,”	says	Tony.	The	first	step	is
getting	clear	on	what	it	is	you	really	want,	and	then	aligning	your	ultimate	goals	with	the	actions	you	need	to	take	today.	If	the	tasks	that	you	need	to	complete	aren’t	aligned	with	what	truly	matters	to	you	–	your	core	values	–	then	you’ll	never	find	the	time	to	do	them.	This	is	the	methodology	behind	Tony’s	Rapid	Planning	Method	–	by	focusing	on	an
outcome,	you	develop	the	organization	needed	to	meet	your	goals.Often	we	allow	ourselves	to	lose	focus	and	be	interrupted	as	a	crutch	when	we’re	experiencing	uncomfortable	emotions	like	boredom,	frustration	or	lack	of	interest.	These	are	learned,	addictive	responses	–	and	we	can	start	to	overcome	them	and	change	our	behavior	by	employing
effective	time	management	skills	instead	of	backing	down	when	a	task	becomes	challenging.Better	time	management	skills	start	with	zeroing	in	on	what	you	really	want	–	whether	that’s	strengthening	your	relationship,	accelerating	your	career,	starting	your	own	business	or	living	a	healthier	lifestyle.	From	there,	create	smaller	goals	that	all	ladder	up
to	your	desired	end	result.	Tony	says,	“Most	of	your	stress	is	because	you’re	thinking	about	too	many	things	at	once.”If	you’re	facing	an	overwhelming	number	of	tasks	around	an	outcome,	remember	that	you	can	create	better	to-do	lists	by	chunking	all	related	tasks	into	smaller	groups	so	that	they	are	easier	to	manage	and	tackle.	That	way,	you	can
better	visualize	and	identify	the	steps	you	need	to	take	to	reach	your	goal.Tony	explains	the	power	of	chunking	and	how	it	helps	direct	your	focus	toward	what	matters.How	do	you	know	where	to	direct	your	energy	in	order	to	see	the	results	you	want?	How	do	you	know	if	you’re	working	toward	your	core	values?	Conduct	a	core	values	audit:	Track
your	activities	for	two	weeks,	taking	note	of	which	core	values	your	actions	connect	with,	and	audit	yourself	with	a	keen	eye	as	you	evaluate	how	to	move	closer	to	your	goals.Once	you	have	several	weeks	of	progress	written	down,	take	an	objective	look	at	how	you’ve	been	spending	your	time.	Eliminate	any	activity	that’s	not	connected	to	your	core
values	and	goals.	Replace	these	activities,	like	checking	social	media	too	frequently,	with	something	that	serves	your	ultimate	plan,	like	cooking	healthy	meals	or	regularly	exercising.	After	several	weeks	of	practice,	you’ll	find	you	don’t	miss	the	time-consuming	tasks	you	eliminated.Time	management	skill	#6:	Goal	settingThe	best	goals	are	SMART
goals:	secific,	measurable,	achievable,	realistic	and	anchored	within	a	time	frame.	Be	clear	with	the	outcome	you	plan	to	achieve	and	designate	the	time	needed	to	reach	your	goal.	Rather	than	telling	yourself	you	want	to	lose	weight	this	year,	set	a	clear	goal:	one	pound	per	week	or	five	pounds	per	month.	Don’t	forget	to	be	realistic.	If	you	tell	yourself
you’re	going	to	go	from	middle	manager	to	CEO	at	your	company,	that’s	an	incredible	goal	to	set,	but	realize	it	might	take	longer	than	six	months.Now	create	your	massive	action	plan.	Ask	yourself:	What	actions	produce	the	most	value?	Once	you	have	a	direction	to	move	in,	you’ll	get	a	better	sense	of	what	actions	deserve	your	attention	and	which
ones	don’t.	By	being	specific	with	your	outcomes,	and	having	clarity	on	what	they	are	and	why	you	want	them,	you	can	have	the	laser-guided	focus	you	need	to	achieve	them.	Not	only	that,	but	you’ll	feel	a	greater	sense	of	fulfillment	when	you	do	hit	your	objectives.You’ve	probably	had	a	time	when	you	reluctantly	said	“yes”	to	something	and	later
regretted	it.	In	the	end,	you	either	did	the	task	begrudgingly	even	though	you	didn’t	have	the	time	or	you	flaked	out.	Saying	no	in	the	first	place	saves	you	time	to	focus	on	what	matters	to	you.	You	can	also	practice	assertiveness	by	eliminating	distractions.	Block	websites	if	you	have	to.	Put	up	an	“Away”	or	“Do	Not	Disturb”	notice	on	your	accounts.
Your	time	is	yours,	so	take	control	of	your	workspace	and	time	so	you	can	get	more	done.Although	we’re	often	conditioned	to	think	otherwise,	assertiveness	isn’t	the	same	thing	as	being	aggressive	or	not	caring	about	others.	It’s	the	healthiest	of	the	communication	styles	because	it	allows	you	to	listen	to	and	respect	the	opinions	of	others,	while	also
putting	yourself	first.	Learning	how	to	be	more	assertive	is	one	of	the	best	time	management	skills	examples.Time	management	skill	#8:	The	pauseIf	you	have	trouble	saying	“no,”	one	of	the	best	ways	to	improve	time	management	skills	is	to	stop	answering	immediately.	Think	about	it:	Too	often	people	ask	us	to	do	something	and	we	instantly	say	yes.
Then	we	have	a	commitment	we’re	stuck	with.	Instead	of	answering	right	away	and	providing	a	response	you’ll	later	regret,	step	away	from	the	email	or	tell	the	person	you’ll	need	to	think	about	it.Don’t	instantly	commit	for	one	month.	Instead,	take	time	and	ensure	that	you	commit	only	to	tasks	or	activities	that	support	your	core	values	and	goals.	If
something	someone	asks	you	to	do	doesn’t	align	with	those	values	and	goals,	be	bold	and	politely	decline.	At	the	end	of	the	month,	assess:	How	much	time	did	you	save?	How	much	more	fulfilled	do	you	feel	with	what	you	did	accomplish?What	are	time	management	skills	worth	if	you	don’t	hold	yourself	accountable?	Nothing.	Here’s	one	of	the	best
time	management	skills	examples	–	in	an	area	of	life	you	may	not	expect.	Suppose	that	you	want	to	strengthen	your	relationship	with	your	partner,	and	you	decide	to	use	an	hour	of	your	day	to	give	that	person	the	attention	they	deserve.	But	as	you’re	sitting	there,	your	phone	vibrates	in	your	pocket.	What	do	you	do?Instead	of	checking	your	phone,
stay	committed	to	your	targeted	outcome	–	a	healthier,	more	passionate	relationship	with	the	person	you	love	–	and	give	your	partner	the	attention	they	deserve.	By	staying	focused	on	your	end	goal,	and	letting	the	phone	conversation	wait	for	an	hour	or	more,	you’ll	attain	the	outcome	that	speaks	the	most	to	your	core	values	–	and	gives	you	more
fulfillment	than	checking	your	phone	ever	could.You	know	when	you’re	“in	the	zone”?	You’re	unstoppable.	What	if	you	could	get	in	the	zone	whenever	you	wanted?	The	20-minute	increment	block	is	one	of	the	most	powerful	time	management	skills	because	it	allows	you	to	do	just	that.Get	your	mind	ready;	let	yourself	know	you’re	about	to	focus	on
something	important.	Prepare	to	tackle	the	task	and	set	an	alarm	for	20	minutes.	Until	your	alarm	rings,	give	that	task	everything	you’ve	got,	without	any	distractions.	When	the	alarm	goes	off,	decide	whether	you’re	going	to	put	the	task	down	or	finish	it.	Take	a	small	break,	then	get	back	to	that	task.	Repeat	the	process	until	the	task	is
complete.Working	on	your	tasks	in	these	20-minute	chunks	helps	you	pull	yourself	into	the	zone	as	needed,	instead	of	hoping	to	fall	into	it	by	chance.	Over	time,	you’ll	be	able	to	slip	into	this	mindset	on	your	own,	without	the	aid	of	a	timer.Time	management	skill	#11:	DelegationWant	to	be	the	best,	most	efficient	version	of	yourself	possible?
Outsourcing	tasks	is	a	critical	skill	that	every	successful	entrepreneur	and	Fortune	500	CEO	has	to	master,	and	so	do	you.	When	you	can	delegate	tasks,	do	it.Think	of	it	this	way:	If	you’re	too	focused	on	completing	a	giant	list	of	menial	tasks	every	day,	you’ll	be	unable	to	focus	on	your	larger	goals	and	core	values.	It’s	also	worthwhile	to	remember
that	by	delegating	whenever	possible,	you	help	yourself	grow	because	you	give	yourself	space	to	take	on	the	newest,	most	challenging	tasks	yourself,	and	can	delegate	someone	else	to	handle	the	smaller,	everyday	items	on	your	to-do	list.Time	management	skill	#12:	Self-careIf	this	seems	counterintuitive	–	it	isn’t.	The	world’s	most	successful	people
know	the	importance	of	self-care.	Warren	Buffett	plays	bridge	and	practices	ukulele	in	his	spare	time.	Oprah	Winfrey	meditates.	Simon	Cowell	climbs	trees	and	watches	cartoons!	The	point	is,	sometimes	the	best	thing	you	can	do	is	give	your	brain	a	break	from	the	task	at	hand.Whether	you	take	a	vacation	to	Hawaii	or	a	lunchtime	walk	around	your
office	building,	taking	a	break	gives	your	brain	a	chance	to	reset.	It	increases	creativity	and	focus	and	leads	to	better	problem-solving.	If	you’re	wondering	how	to	improve	time	management	and	you	feel	you’ve	attempted	everything,	step	away	for	a	minute	or	two.	You’ll	return	with	renewed	concentration	and	vigor.Our	schedules	are	fuller	than	ever
before,	and	it’s	no	wonder	anxiety	is	skyrocketing.	When	you’re	constantly	on	the	go,	your	brain	stays	in	a	state	of	high	alert	and	stress	that	can	eventually	change	its	chemistry.	Time	management	skills	allow	you	to	take	a	breath,	bring	down	your	stress	levels	and	give	yourself	a	break.Effective	time	management	skills	are	at	the	heart	of	a	happier,
more	fulfilled	life	because	you’ll	be	able	to	focus	and	achieve	the	outcomes	that	drive	your	passion.	Imagine	that	intense	feeling	of	peace	that	comes	with	being	fulfilled	with	what	you’ve	achieved;	this	feeling	is	in	your	grasp,	as	long	as	you	commit	to	reclaiming	your	time	and	working	toward	your	purpose.	With	the	right	time	management	framework,
and	excellent	time	management	skills	in	place,	you	no	longer	have	to	imagine	that	state	–	you	can	attain	and	live	it.	Want	to	make	the	best	use	of	time?	Mastering	time	management	skills	is	essential	to	get	started.	These	skills	are	not	just	tools,	they	are	the	keys	to	unlocking	your	potential.	Mastering	them	will	empower	you	to	transform	your	life	from
a	daydreamer	to	a	high	achiever,	allowing	you	to	make	the	most	of	every	moment.	In	this	comprehensive	article,	you’ll	gain	a	deep	understanding	of	time	management	skills	–	from	their	definition	and	examples,	to	a	detailed	list	of	the	skills,	and	most	importantly,	how	to	improve	them.	Ready	to	take	charge	of	your	time	and	transform	your	life?	Let’s
dive	into	the	skills!		TL;DR	Time	management	is	the	art	of	planning	and	balancing	your	time	between	different	activities.	It	involves	a	set	of	skills	including	goal-setting,	planning,	prioritizing,	delegating,	and	organizing.There	are	nine	core	time	management	skills:	goal-setting,	planning,	prioritizing,	scheduling,	organizing,	delegating,	saying	no,	stress
management,	and	concentration.Best	practices	to	improve	time	management	skills	include	developing	good	habits,	keeping	a	to-do	list,	keeping	a	time	log,	eliminating	distractions,	using	technology	wisely,	and	exploring	resources.	Time	management	is	the	art	of	planning	and	balancing	your	time	in	different	activities.	It	is	one	of	the	most	in-demand
soft	skills	at	work	and	in	daily	life.	By	managing	your	time	properly,	you	can	get	more	done	and	meet	deadlines	while	maintaining	a	work-life	balance.	The	skill	offers	numerous	benefits	in	both	professional	and	personal	life.	It	is	a	set	of	skills—goal-setting,	planning,	prioritization,	delegation,	and	organization.	Therefore,	time	management	skills	refer
to	the	ability	to	plan	and	allocate	time	for	different	tasks	based	on	priority.	To	master	time	management,	you	need	to	hone	these	skills.	The	best	part	is	that	proficiency	in	these	skills	will	help	you	maximize	your	efficiency	in	other	areas	of	life,	such	as	improved	productivity,	beating	procrastination,	and	email	management.		Improving	time
management	skills	not	only	enhances	efficiency	and	maximizes	time,	but	it	also	empowers	you	to	lead	a	well-balanced	life.	If	you’re	curious	about	how	to	apply	this	knowledge	in	real	life,	here	are	some	practical	examples.	Ask	for	help	when	overwhelmed	with	the	workload.	Take	5	minutes	of	short	breaks	every	hour	to	avoid	burnout.	Delegate
repetitive	and	less	critical	tasks	to	a	subordinate	who	might	enjoy	doing	them.	Refuse	the	requests	of	inappropriate	demands,	but	do	so	without	being	rude	and	feeling	guilty.	Run	a	time	audit	and	track	your	activities	throughout	the	day.	Identify	time-wasting	activities	and	eliminate	them.	In	your	daily	routine,	look	for	opportunities	to	spend	more	time
on	high-value	activities.	Put	high-value	activities	and	tasks	with	immediate	deadlines	on	the	top	of	daily	to-do	lists.	Set	monthly,	weekly,	and	daily	goals	aligning	with	your	aim	in	your	career	and	life.	From	responding	to	emails	to	errands	–	put	everything	on	schedule	and	allot	realistic	time	for	the	tasks.	Consider	‘biological	prime	time’	to	schedule
complex	and	attention-demanding	tasks.		Break	large	projects	into	small	and	management	increments.	Focus	on	one	task	at	a	time	and	avoid	distractions	when	you	do	the	task.	Plan	your	day	and	how	you’ll	accomplish	the	things	on	your	schedule.	Maintain	an	organized	work	area.	Remove	clutter	and	keep	papers	in	the	right	folders.	As	you	know,	time
management	is	a	combination	of	several	skills.	Here	are	nine	core	skills	you	must	practice	to	improve	your	time	management	efficiency.	By	actively	practicing	nine	core	skills,	you	can	enhance	your	ability	to	manage	time	effectively	and	transform	your	productivity.	Whether	you’re	a	student	juggling	assignments,	a	manager	overseeing	a	team,	or	an
entrepreneur	managing	your	business,	these	skills	are	essential	for	all.	Goal-setting	is	the	cornerstone	of	effective	time	management.	Without	a	clear	goal,	it’s	impossible	to	plan,	prioritize,	and	schedule	tasks.	By	setting	a	goal,	you	gain	clarity	on	your	life’s	direction,	to-dos,	and	can	make	decisions	accordingly.	This	focus	on	what’s	important	helps	you
avoid	tasks	that	don’t	align	with	your	plans,	empowering	you	to	take	control	of	your	time.	A	well-defined	goal	provides	both	long-term	vision	and	short-term	motivation.	Once	you	determine	a	goal,	your	next	step	is	to	break	it	into	small	and	manageable	chunks.	Write	down	your	short-term	and	long-term	goals	and	review	progress	regularly.	The	beauty
of	goal-setting	is	its	flexibility-you	can	revise	your	aims	whenever	needed,	giving	you	the	freedom	to	adapt	your	plans	as	circumstances	change.	However,	here	are	5	Golden	Rules	of	Goal	Setting	you	should	follow	to	set	goals	you	can	accomplish.			Set	goals	that	motivate	you	Set	SMART	goals	Set	goals	in	writing	Make	an	action	plan	Stick	with	it.		This
skill	helps	meet	goals	by	mapping	out	action	steps	while	making	the	best	possible	use	of	time.	Planning	skills	clarify	to-dos	and	prevent	procrastination	and	indecisiveness.	With	a	plan,	you	can	start	a	task	promptly	instead	of	wasting	time	thinking	about	what	to	do	now	and	how	to	do	it.	Then,	you	can	easily	move	on	to	the	next	task.		Plan	your	week
ahead	and	start	your	day	with	a	clear	idea	of	what	you	need	to	accomplish.	A	simple	time	management	technique—the	Ivy	Lee	Method—can	help	you	set	up	daily	to-dos	for	up	to	six	tasks.	Here	are	some	tips	for	effective	planning:	Make	an	action	plan	based	on	your	goals	Have	a	to-do	list	and	prioritize	activities	Plan	sequence	of	activities	Use	daily,
weekly,	and	monthly	planner	Each	day,	allocate	time	for	planning,	reviewing,	and	revising		Imagine	having	the	power	to	allocate	your	time,	energy,	and	focus	to	the	tasks	that	truly	matter.	This	is	the	essence	of	prioritization.		It’s	not	just	about	managing	your	time	effectively,	but	also	about	enhancing	your	decision-making	skills	and	preventing	the
feeling	of	being	overwhelmed.	When	you	have	too	many	things	on	your	plate,	the	strategic	handling	of	your	workload	through	prioritization	can	bring	a	sense	of	relief.	By	reviewing	your	to-do	list	and	analyzing	your	daily	schedule,	you	can	prioritize	tasks	according	to	their	importance,	easing	the	stress	of	managing	multiple	tasks.	The	simple	approach
to	prioritization	is	to	consider	three	things:	time	constraints,	the	benefits	of	completing	a	task,	and	the	urgency	of	the	task.	Don’t	be	overwhelmed	by	conflicting	priorities.	Numerous	practical	and	simple	tools	and	strategies	have	been	developed	by	experts	to	help	you	effectively	prioritize.	Two	popular	ones	are	the	Pareto	Principle	and	the	Eisenhower
Matrix.	These	methods	are	easy	to	understand	and	implement,	helping	you	prioritize	tasks	that	matter	most.	Learn	more	about	prioritization	tips,	methods,	tools,	and	steps	from	here:	How	to	Prioritize	Tasks	and	Manage	Time	Effectively		Here	are	seven	steps	for	prioritizing	your	workload.	Identify	your	goals,	Create	a	master	list	of	to-dos,	Categorize
tasks	based	on	task	value	Rank	tasks	according	to	importance	and	due	date	Schedule	time	for	the	tasks,			Focus	on	one	task	at	a	time,	Review	and	adjust.		Although	planning	and	scheduling	seem	the	same,	they’re	not.	While	planning	is	about	how	to	do	and	when	to	complete,	scheduling	is	about	accommodating	tasks	in	suitable	time	slots.	By
scheduling	tasks,	you	gain	a	clear	understanding	of	when	each	task	should	be	completed.	This	not	only	eliminates	the	stress	of	deciding	what	to	do	and	when,	but	also	ensures	that	you’re	making	the	most	of	your	time.	The	scheduling	process,	a	key	to	efficiency,	involves	planning	and	prioritizing.	It	guides	you	to	stay	on	track	and	reach	your
objectives,	making	you	feel	productive	and	accomplished.	Whether	you	prefer	a	traditional	pen	and	paper,	a	planner,	or	a	modern	app,	there	are	hundreds	of	scheduling	tools	to	choose	from.	You	can	select	a	tool	that	suits	your	unique	situation	and	job	type.	However,	two	popular	time	management	techniques—time	blocking	and	time	boxing—can	help
you	plan	your	days	and	weeks	ahead.		Here	are	a	few	tips	for	scheduling	tasks	efficiently:	Set	high-value	and	attention-demanding	tasks	in	biological	prime	time,.	Allot	time	for	breaks	to	avoid	burnout,	Follow	the	2-minute	rule	to	avoid	putting	small	tasks	in	the	schedule.		You’ll	be	pleasantly	surprised	to	discover	the	profound	benefits	of	organization
in	your	daily	life.	The	sense	of	accomplishment	that	comes	with	having	files	and	other	items	readily	available	and	within	easy	reach	is	a	powerful	motivator.	It	allows	you	to	work	swiftly	and	effortlessly,	eliminating	the	need	to	waste	precious	time	and	energy	searching	for	misplaced	items.		An	organized	workspace	will	help	you	beat	procrastination
and	boost	productivity	in	your	professional	and	personal	life.	For	instance,	a	clutter-free	desk	can	reduce	stress	and	anxiety,	leading	to	a	more	positive	mood.	Similarly,	an	organized	digital	workspace	can	enhance	your	focus	and	concentration,	improving	your	thinking	ability.		Organizational	skills	are	not	just	about	discipline	in	physical,	mental,	and
digital	domains.	They	are	about	taking	control	of	your	time	and	tasks.	The	beauty	of	it	is	that	it’s	a	one-time	process	that	saves	you	significant	time	in	your	daily	work.			Once	you	develop	a	proper	organization	system,	you’ll	find	that	some	simple	practices	can	make	a	substantial	difference	in	your	work	process,	leaving	you	feeling	more	in	control	and
less	overwhelmed.		To	remain	organized	in	your	workplace	and	at	home,	consider	workplace	tidiness,	filing	system,	email	inbox,	schedule,	and	finances.	Here	are	some	examples.		Keep	workplace	and	living	area	clean	and	tidy,		Keep	things	in	their	proper	location,	Declutter	your	space	–	in	the	office	and	home,	Have	a	filing	system	to	keep	your
documents	organized	Develop	a	system	to	streamline	your	workflow,		Unsubscribe	to	unnecessary	emails,		Automate	repetitive	tasks	whenever	possible.		Delegating	is	a	rewarding	time	management	skill	that	can	free	up	more	time,	significantly	enhance	your	productivity,	and	help	you	achieve	more	of	your	goals.	Despite	its	numerous	benefits,	many
individuals	hesitate	to	delegate	due	to	factors	like	perfectionism,	lack	of	trust,	and	a	strong	attachment	to	their	work.	This	reluctance	often	leads	to	ineffective	time	management.	For	leaders	and	managers,	delegation	is	a	crucial	strategy	for	success.	By	delegating	tasks,	they	can	concentrate	on	more	important	responsibilities.	It’s	better	to	excel	in	a
few	tasks	than	to	struggle	with	many	by	attempting	to	do	everything.	When	you	delegate	tasks,	you’re	not	just	freeing	up	your	time	but	empowering	your	team	members	and	fostering	their	professional	growth.	This	shift	in	responsibility	can	lead	to	new	skills	and	a	sense	of	accomplishment	for	them,	while	you	gain	more	time	for	high-value	activities
and	reduce	stress.			Try	delegating	repetitive	and	less	critical	tasks	to	a	person	with	a	suitable	skill	set	who	might	enjoy	doing	them.	Hone	practical	delegation	skills	by	learning	what,	when,	and	how	to	delegate	work.		Learn	more	about	this	skill	from	this	Two-minute	Lesson:	Free	Up	Your	Time	with	Effective	Delegation					Here	are	some	tips	for
effective	delegation:		Select	the	right	person	for	the	job,	Explain	the	reason	for	assigning	the	task,	Provide	clear	instructions,	resources,	and	training,	Accept	mistakes	and	support	employees,	Check	the	work,	give	feedback,	and	say	thanks.				There	is	a	famous	quote	from	Robin	Sharma,	‘Every	time	you	say	yes	to	something	that	is	unimportant,	you
are	saying	no	to	something	that	is	important.’	The	quotation	is	significant	in	the	context	of	time	management	and	assertiveness.	It	underscores	the	importance	of	prioritization	and	the	power	of	saying	‘No.’	When	you’re	striving	to	achieve	your	goals	and	optimize	your	time,	remember	that	saying	‘No’	can	be	a	game-changer.	It’s	not	just	about	setting
boundaries,	but	also	about	reclaiming	your	time	and	energy	for	what	truly	matters	to	you.	You’ll	save	time	and	energy	by	refusing	requests	for	unimportant	things.	If	you	keep	saying	‘yes’	to	everyone,	your	to-do	list	will	be	filled	with	the	tasks	others	want	from	you.	But	by	saying	‘No’	to	these,	you’ll	free	up	your	time	for	the	tasks	that	truly	matter	to
you,	bringing	a	sense	of	relief	and	freedom.	It	is	difficult	to	say	‘No,’	but	remember,	it’s	okay	to	prioritize	your	own	needs	and	goals.	You	can	educate	yourself	about	how	to	say	‘No’	without	being	rude	and	guilty,	and	still	maintain	healthy	relationships.	Here	are	some	tips	on	how	to	say	no	without	feeling	bad:	Be	polite	and	empathetic.	Understand	the
other	person’s	perspective	and	feelings,	and	speak	firmly.	Be	honest	and	transparent.	Explain	the	reason	in	short.	For	instance,	you	might	say:	“I’d	love	to	help,	but	my	schedule	is	jam-packed	at	the	moment.”	Suggest	an	alternative	(if	needed)	so	the	person	still	gets	what	they	need.	Consider	sharing	resources	rather	than	your	time	Set	boundaries.
It’s	okay	to	refuse	requests	that	don’t	go	with	your	values	or	needs.	So	don’t	make	yourself	responsible	for	others’	feelings.	Feeling	overwhelmed	with	a	never-ending	to-do	list?	It’s	time	to	regain	control	of	your	time	and	find	balance.	When	we	push	ourselves	beyond	our	limits,	we	risk	physical	and	mental	exhaustion.	This	chronic	stress	can	lead	to
burnout,	severely	impacting	our	ability	to	function	effectively.	Therefore,	mastering	stress	management	not	only	enhances	your	productivity	but	also	allows	you	to	accomplish	more	in	less	time,	all	while	maintaining	a	healthier,	stress-free	lifestyle.	Here	are	a	few	tips	to	follow	to	keep	stress	at	bay:	Allot	time	for	exercise	in	your	daily	routine	–	at	least
15	minutes,	Ensure	proper	sleep	every	day	–	8	hours	as	a	rule	of	thumb,	Take	breaks	to	recharge	your	brain	–	5-10	minutes	break	in	every	hour.	Meditate	regularly	to	remain	calm–	15	minutes	of	mindfulness	practice	will	do	that	wonder.	Eat	healthy	to	improve	your	body’s	ability	to	cope	with	stress	–	avoid	sugary	and	junk	food.			If	you	find	yourself
struggling	to	complete	tasks	due	to	distractions	and	other	factors,	it’s	likely	that	you’re	falling	behind	in	your	work.	This	is	where	honing	your	focus	skills,	both	at	work	and	in	your	studies,	becomes	crucial.	By	doing	so,	you’ll	be	able	to	complete	your	tasks	on	time,	avoid	last-minute	stress,	and	ultimately,	produce	higher	quality	work.	While
concentration	is	a	skill	often	associated	with	students,	it’s	equally	important	in	other	professions.	Whether	you’re	a	professional	or	a	student,	excelling	in	concentration	can	significantly	improve	the	quality	of	your	work	and	reduce	errors.		Here	are	some	tips	you	can	follow	to	improve	your	concentration	skills.			Identify	and	eliminate	distractions	such
as	phone	calls	and	notifications	during	study	time	or	working	hours.	Avoid	impulsive	browsing.	Select	a	task	before	opening	the	computer	and	stick	to	it.	Practice	single-tasking.	Although	multitasking	gives	the	illusion	of	hard	work,	it	decreases	productivity.	Apply	the	Pomodoro	technique	to	complete	a	task	with	full	focus	while	avoiding	burnout.
Practicing	healthy	habits	–	proper	sleep,	diet,	and	exercise	hugely	helps	improve	concentration.	These	nine	essential	skills	will	help	you	build	a	foundation	for	time	management.	Once	you	excel	in	these	skills,	your	journey	to	managing	time	will	be	easier.	In	the	following	section,	we	will	reveal	the	ways	to	master	time	management.		Now	that	you’ve
learned	the	core	skills	of	effective	time	management,	you	can	fix	your	time	management	challenges	by	following	the	above-mentioned	guidelines.	However,	improving	your	daily	habits	and	some	tips	and	tactics	can	help	you	improve	your	time	management	skills.	Here	are	some	guidelines	to	follow.	It’s	important	to	have	a	strong	mindset	and	discipline
to	manage	time	successfully.	You	should	adopt	healthy	habits	to	remain	active	all	the	time,	such	as	waking	up	early,	eating	healthily,	getting	proper	sleep,	and	limiting	the	use	of	social	networks.	By	practicing	these	positive	habits,	you’ll	be	able	to	remain	active,	use	your	time	wisely,	avoid	procrastination,	and	perform	well	during	your	productive
hours.	Do	you	have	a	lot	to	do,	such	as	buying	goods	from	a	grocery	store,	calling	a	plumber,	sending	mail	to	the	client,	and	so	on?	Always	try	to	carry	a	notebook	with	you.	A	to-do	list	will	reduce	your	anxiety	and	stress.	Write	down	the	tasks	that	come	to	your	mind.	Categorize	them	and	organize	them	in	three	lists—work,	home,	and	personal.	Filter
the	to-dos	following	the	4Ds	of	the	time	management	framework.	Then,	incorporate	them	into	your	daily	routine	and	weekly/monthly	planner.	You’ll	be	more	relaxed	when	you	don’t	always	need	to	remember	the	tasks.	Instead	of	spending	time	mindlessly	on	tasks,	track	how	much	time	you	spend	on	each	task.	Doing	this	will	help	you	avoid	stretching	a
task	for	longer	and	be	aware	of	how	much	time	you	spend	on	each	task.	In	the	future,	this	will	help	you	plan	your	days	accordingly,	and	you	can	set	time	limits	for	a	task	before	starting	it.	Start	by	noting	the	start	and	finish	times	of	each	task.	Do	this	for	a	few	days	or	one	week	and	then	analyze.	By	analyzing	the	data,	you’ll	know	your	time-spending
pattern,	which	refers	to	how	you	allocate	your	time	to	different	tasks	and	activities.	This	will	help	you	identify	areas	where	you	are	spending	time	ineffectively	and	how	much	time	you’re	wasting.	One	obstacle	to	improving	time	management	skills	is	distraction.	It	not	only	breaks	concentration	but	also	hampers	workflow	and	results	in	procrastination.
That’s	why	ensuring	a	distraction-free	workspace,	where	you	can	focus	solely	on	your	tasks,	is	inevitable	to	be	more	productive	in	your	study	or	work	time.	This	could	mean	finding	a	quiet	corner	in	a	library,	using	noise-canceling	headphones,	or	setting	up	a	dedicated	workspace	at	home.		Some	common	distractions	are	phone	calls	and	messages,
social	media	notifications,	gossip,	noisy	co-workers,	and	distracting	environments.	However,	you	can	limit	these	interruptions	by	taking	preventive	measures	such	as	turning	off	notifications,	keeping	your	phone	in	a	silent	mood,	using	noise-canceling	headphones,	and	using	a	website-blocking	app	or	plugin.	Hundreds	of	digital	apps	and	software	are
available	for	note-taking,	calendar	management,	time	tracking,	and	distractions.	Each	is	designed	for	different	purposes,	but	they	are	greatly	helpful	in	improving	time	management	skills.	Using	technology,	you	can	plan	your	days,	create	a	to-do	list,	manage	distractions,	streamline	workflows,	and	improve	your	productivity.	From	hundreds	of	time
management	tools,	you	should	integrate	some	of	these	tools	based	on	your	workflow	and	purpose.	Research	each	tool	thoroughly	before	using	it,	and	pick	only	the	tools	that	align	with	your	purpose.	And	don’t	complicate	your	time	management	system	by	introducing	too	many	apps	and	tools.	Want	to	practice	time	management	skills	diligently?
Hundreds	of	resources	are	available,	including	books	like	David	Allen’s	Getting	Things	Done,	websites	like	TimeHackz,	videos	on	YouTube	by	Thomas	Frank,	and	courses	like	Time	Management	Fundamentals	on	LinkedIn	Learning.	Blogs	and	YouTube	videos	are	great	ways	to	learn	this	skill	without	spending	a	dime.	However,	free	resources	and
courses	usually	include	limited	content	and	material.	On	the	other	hand,	paid	courses	provide	in-depth	knowledge	in	an	organized	way	and	with	action	steps.			Time	management	is	not	about	cramming	more	work	into	a	limited	time	frame;	it’s	about	prioritizing	and	completing	the	most	crucial	tasks	efficiently.	This	approach	not	only	helps	you	reach
your	goals	faster	but	also	reduces	stress,	making	your	journey	more	enjoyable	and	rewarding.			If	you	aspire	to	accomplish	more	in	life,	mastering	time	management	skills	is	crucial.	These	skills,	once	honed,	will	not	only	enhance	your	performance	but	also	boost	your	productivity	in	daily	life,	leading	to	a	more	fulfilling	and	successful	journey.
However,	Rome	wasn’t	built	in	a	day.	Similarly,	you	can’t	master	all	the	skills	in	one	or	two	days.	It’s	a	journey	that	requires	patience	and	persistence.	Start	by	focusing	on	one	skill	at	a	time,	and	as	you	gradually	improve,	you’ll	notice	a	significant	positive	change	in	your	life.		Time	management	is	critical	to	accomplishing	tasks,	reaching	goals	and
maintaining	a	healthy	work-life	balance.	That	may	make	it	sound	like	a	magical	superpower,	but	it’s	a	very	real	skill	set	that	can	be	developed	over	time.	Goal	setting	Prioritization	Focus	Delegation	Boundary	Setting	Task	Batching	Time	Blocking	What	Is	Time	Management?	Time	management	is	how	you	control	your	time	to	be	productive	and	reach
your	goals.	It	requires	a	series	of	skills,	like	setting	goals,	creating	a	plan	to	reach	those	goals	and	staying	focused	on	achieving	the	tasks	in	that	plan.	Time	management	skills	help	you	be	more	proactive	instead	of	“letting	the	day	happen	to	you,”	productivity	and	time	management	consultant	Alexis	Haselberger	told	Built	In.	When	you	merely	react	to
issues	as	they	arise,	you	may	end	the	day	feeling	unproductive	and	anxious	about	all	the	work	you’ll	need	to	do	tomorrow.	While	emails	and	meetings	might	be	a	necessary	component	of	your	job,	true	productivity	is	about	“achieving	significant	results,”	productivity	expert	Maura	Thomas	told	Built	In.	After	all,	it’s	those	substantive	accomplishments
that	leave	us	feeling	productive,	satisfied	and	happy	at	the	end	of	the	day.	Related	ReadingTop	Working	From	Home	Tips	to	Know	12	Time	Management	Skills	and	How	to	Improve	Them	According	to	experts,	honing	the	skills	below	may	help	you	manage	your	time	better	and	feel	more	productive	throughout	the	day.	1.	Goal	Setting	Setting	goals	can
feel	daunting,	but	you	can	make	them	feel	more	tangible	by	setting	specific,	measurable,	achievable,	relevant	and	time-based	(SMART)	goals.	Clarity	for	goals	is	key:	“When	you	don’t	have	a	clear	goal,	when	you	don’t	have	clear	steps	to	get	there,	you’re	just	not	going	to	spend	your	time	as	efficiently	and	impactfully	as	you	could,”	time	management
coach	Anna	Dearmon	Kornick	told	Built	In.	2.	Prioritization	If	you’re	not	prioritizing	what’s	most	important	to	your	work,	you	may	be	busy	with	less	important	tasks	but	not	productive	in	achieving	significant	results.	Start	by	looking	at	your	most	urgent	tasks	and	prioritize	those	in	order	of	importance.	From	there,	you	can	prioritize	your	less-urgent
tasks.	Without	the	skill	of	prioritization,	“we	will	constantly	be	swimming	in	too	many	things	to	do	because	we	are	going	to	look	at	everything	as	being	equally	important,”	Kornick	said.	3.	Planning	Create	a	game	plan	for	your	day	by	writing	out	a	schedule	or	list	of	things	to	do.	This	can	be	done	either	on	paper,	in	a	digital	document	or	in	a	time
management	app.	By	getting	those	thoughts	out	of	your	head	and	onto	a	list	or	schedule,	you	can	better	organize	your	thoughts	(and	ensure	you	won’t	forget	anything).	At	the	end	of	the	day,	Haselberger	suggests	making	a	realistic	plan	of	action	for	the	following	day.	This	will	also	prevent	some	of	the	nighttime	anxiety	about	your	workload,	which	is
often	due	to	feeling	overwhelmed.	When	you	have	a	handle	on	what	you	need	to	do	the	next	day,	you	are	more	likely	to	disconnect	from	work	and	enjoy	your	free	time.	It	will	also	save	you	time	in	the	morning	because	you’ll	know	exactly	what	to	do	instead	of	spacing	out	and	wondering	where	to	start.	4.	Focus	While	productivity	is	typically	framed	in
terms	of	time	management,	Thomas	said	most	people	are	really	grappling	with	a	habit	of	distraction	—	mainly	caused	by	technology.		“We	come	to	expect	some	sort	of	ping	or	ding	or	interruption	every	minute	or	so,”	she	said.	“Even	when	there	isn’t	one,	we	interrupt	ourselves	looking	for	one.”	By	reframing	time	management	as	attention
management,	Thomas	said	we	become	more	aware	of	the	root	problem	of	distraction	and	the	impact	it	has	had	on	our	attention	spans.	It	will	take	a	conscious	effort	to	replace	a	habit	of	distraction	with	a	habit	of	attention	management,	Thomas	said,	but	being	mindful	about	where	your	attention	goes	will	ultimately	strengthen	your	ability	to	focus	over
time.	5.	Delegation	If	you’re	in	a	management	or	leadership	position,	your	attention	should	be	on	high-level,	strategic	initiatives.	If	you	find	yourself	bogged	down	with	tasks	that	could	be	performed	by	someone	else,	you	should	be	delegating	those	tasks.	It	may	not	come	easy	at	first,	but	learning	how	to	delegate	will	free	you	up	to	make	bigger	moves
that	will	help	your	business	grow	in	the	long	run.	6.	Boundary	Setting	To	focus	on	a	task,	it’s	helpful	to	be	in	an	area	that	is	quiet	and	free	from	distractions.	This	can	be	difficult	in	office	environments,	where	coworkers	may	be	talking	or	asking	you	questions.	Thomas	suggests	using	a	sign,	like	headphones	or	a	closed	door,	that	signals	you	are	trying
to	focus.	If	you	refuse	to	let	people	take	your	attention	during	that	time,	they	will	eventually	understand	the	meaning	of	the	signal.	7.	Assertiveness	If	you	agree	to	every	project	or	meeting	that	comes	across	your	desk,	you’ll	quickly	find	yourself	overwhelmed	by	the	extra	time	commitments.	If	you	truly	want	to	be	in	control	of	your	time,	you’ll	have	to
push	back	against	taking	the	lead	on	new	initiatives	that	fall	outside	your	scope	of	responsibility	or	decline	meetings	that	don’t	feel	productive.	8.	Technology	Management	Our	laptops	and	smartphones	demand	our	attention	all	day	with	notifications.	Even	when	we’re	not	getting	pinged,	we	might	refresh	our	email	out	of	habit	or	check	social	media
for	a	quick	dopamine	hit.	To	counteract	these	urges,	you	might	have	to	turn	off	smartphone	notifications,	close	out	your	email	or	leave	your	phone	in	another	room.	There	are	also	tools	like	inbox	pause,	which	controls	when	you	get	new	emails	sent	to	your	inbox.	9.	Task	Batching	Numerous	studies	have	found	that	attempting	to	do	multiple	tasks	at
once	or	switching	between	multiple	tasks	is	far	less	productive	than	focusing	on	a	single	task	at	a	time.	Switching	gears	between	two	completely	different	tasks	comes	with	inefficient	“switching	costs,”	or	time	needed	to	orient	to	the	new	task.	To	avoid	these	switching	costs,	some	productivity	experts	recommend	task	batching,	or	performing	similar
tasks	in	succession.	10.	Time	Blocking	Finding	time	to	accomplish	something	is	a	common	hurdle.	Time	blocking	allows	you	to	proactively	schedule	time	on	your	calendar	for	a	specific	task.	You	don’t	have	to	do	this	with	every	task	on	your	to-do	list,	but	it’s	worth	carving	out	heads-down	time	for	projects	that	require	deeper	focus.	It	can	also	be	helpful
from	a	mindset	perspective	to	create	a	visual	representation	of	your	time.	If	you’re	using	a	digital	calendar,	your	coworkers	will	be	able	to	see	that	you	are	busy	during	that	period	and	should	try	to	schedule	any	potential	meetings	around	it.	11.	Time	Tracking	If	you’re	having	trouble	getting	started	with	work,	set	a	timer	for	20	or	25	minutes	and
challenge	yourself	to	work	uninterrupted	until	the	buzzer	goes	off.	If	you	feel	like	you’re	on	a	roll,	you	can	keep	working.	If	not,	you	can	take	a	well-deserved	break.	One	popular	approach	to	this	is	the	Pomodoro	technique,	which	consists	of	25-minute	work	intervals	followed	by	a	five-minute	break.	After	four	25-minute	intervals,	you	can	take	a	longer
15-	to	30-minute	break	to	reset	your	mind.	12.	Knowing	When	to	Take	a	Break	Whether	you	use	a	timer	or	not,	it’s	important	to	take	regular	breaks	throughout	the	day.	If	you	feel	unfocused	or	fidgety,	Haselberger	said	it’s	best	to	listen	to	your	mind	and	body	and	go	for	a	walk,	drink	a	glass	of	water	or	listen	to	a	short	podcast.	While	it	may	be
tempting	to	try	to	force	yourself	to	focus,	studies	show	that	short	breaks	can	improve	productivity,	focus	and	creativity.	Related	Reading	Improve	Your	Employee	Productivity	With	These	Tools	Why	Is	Time	Management	Important?	By	mastering	time	management	skills,	you	can	reap	many	potential	benefits,	including:	Higher	Productivity	By	managing
your	time	better,	you	can	efficiently	accomplish	important	tasks	that	will	help	you	reach	your	short-term	and	long-term	goals.	Less	Stress	You’ll	feel	less	stressed	about	upcoming	deadlines	when	you	have	the	time	management	skills	to	make	a	plan	for	reaching	those	deadlines.	Time	management	can	also	prevent	you	from	procrastinating,	which
creates	a	great	deal	of	stress	right	before	a	deadline.	Better	Work-Life	Balance	When	you	manage	your	time	successfully,	you	will	have	leftover	free	time	that	you	can	use	to	spend	with	your	family,	enjoy	a	hobby	or	simply	relax.	This	will	help	you	achieve	better	work-life	balance	and	prevent	your	risk	of	burnout.	More	Confidence	You’ll	feel	more
confident	in	yourself	and	your	ability	to	get	things	done	when	you	have	the	tools	to	control	how	you	spend	your	time.	Better	Sleep	Time	management	skills	allow	you	to	plan	ahead,	focus	on	your	most	important	tasks	and	ultimately	be	more	productive,	which	will	help	you	sleep	without	worrying	about	the	things	you	have	to	get	done.	Better	Health
Less	stress	and	more	sleep	are	two	important	ingredients	to	good	health.	Time	management	will	also	give	you	the	free	time	to	exercise,	eat	healthy	and	spend	time	with	friends	and	family.	Higher	Self-Awareness	When	you	learn	to	manage	your	attention,	you	will	be	more	present,	mindful	and	aware	of	how	you	spend	your	time.	Rather	than	reacting	to
email,	social	media	or	other	distractions,	you’ll	be	more	in	tune	with	what	is	important	to	you	and	use	your	time	to	advance	those	goals.	More	Fulfillment	From	Work	Stressing	about	everything	on	your	to-do	list	can	suck	all	the	enjoyment	out	of	your	day-to-day	work.	When	you	learn	how	to	manage	your	time,	you	can	engage	more	thoughtfully	with
your	work	and	be	more	productive,	which	in	turn	makes	you	feel	accomplished	and	fulfilled	with	your	work.	Time	management	skills	are	techniques	that	can	help	you	efficiently	accomplish	the	work	that	is	important	to	you.	Some	of	the	most	important	time	management	skills	are	prioritization,	goal-setting,	delegation	and	focusing	your	attention.	Time
management	is	important	because	it	helps	you	be	more	efficient	with	your	time,	accomplish	more	work,	enjoy	a	greater	work-life	balance	and	ultimately	live	a	life	with	less	stress	and	a	better	quality	of	life.			With	good	time	management	often	comes	higher	productivity,	less	stress	and	better	work-life	balance.
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