@@ TIME MANAGEMENT

Time Mgmt. refers to managing the
time effectively so that the right
..... time 1Is allocated to the right
activity. Thus, time management
el refers to making best use of time as
time is always limited.




COMPONENTS OF TIMHE MAIN £ GEMAFENT

1.Effective Planning

2. Setting Goals & Objectives

3. Setting Deadlines

4.Delegation of Responsibility
5.Prioritizing Task

6. Spending right time on right activity




CHARATERSTICS OF GOOD TIMGE M A& NAGER

Management




BENERITS MR T8 N 2 GriE RN T

Benefits of time management
at workplaces

Productivity
Caomplete more tasks
afficieantly, meaat goals
Tastar.

Semamm——
On-time Delivery
Maat deadlines, reduce
last-minute rushes.
Work Quality
Focus on high-priority tasks,
Improve output standaras,

Stress Reduction

Less ovaerwhelmed,
lower risk of burnout,
Decision- Making
More time for analysis,
bettar cholces.

Work-Life Balance
Finlsh work on times,
anjoy personal life.
Reduced Procrastination|
Braak tasks into manageable
sStaps, Mmaintain staady
prograess

Organizational Success
Teams maximizae resourcas,
recduce ovartime, avold
overstretahing.

Job Satisfaction
Sense of accomplishmaent,
cenhanced reputation.
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TIME MANAGEMENT SKILLS

«»Stay Organised

«|_earn to Prioritize

«Be Practical & Discipline
«Take Ownership of Work
«~Be a Little Diplomatic
«+More Focused

«~+Be Reasonable




