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How we occupy the time in our days defines us as humans - how we feel,
what we do, and what we achieve in our lives. That’s why the way we

distribute our time is so vital to the lives we lead and where we stand in
the world. 

Whether it’s on an individual or company level, effective time
management is key to both professional success and personal

satisfaction. In essence, it represents how skillfully we dedicate the hours
in the day to our different priorities and obligations.The level of

effectiveness in this process depends on a long list of factors, both
internal and external. The higher it is, however, the better we can realize

our goals — and the better we can become at balancing work and
leisure.In this guide, you’ll learn the basics about what time management
is, and the most important and proven strategies and tips for mastering

it.
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W h a t  i s  T i m e  M a n a g e m e n t?

Time management is the process of planning and controlling how much
time to spend on specific activities. Good time management enables an
individual to complete more in a shorter period of time, lowers stress,

and leads to career success.



Striving for effective time management is on the minds of many
people today. Whether you want to boost your personal

productivity, improve your work-life balance, or you’re a team
manager looking for ways to improve your employees’

performance, it all starts with the well-planned use of your hours in
a day.

The benefits of time management are countless, and they all
contribute to your own and your team members’ overall well-
being.The ability to manage your time effectively is important.

Good time management leads to improved efficiency and
productivity, less stress, and more success in life.

First and foremost, an effective organization of time

means less stress. When you know what you have to

do and when you can do it, the buzz in your head is

reduced, leaving space for concentration and

relaxation.
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B e n e f i t s  o f  T i m e  M a n a g e m e n t

H e r e  a r e  s o m e  b e n e f i t s  o f

m a n a g i n g  t i m e  e f f e c t i v e ly:
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There’s also the concept of saving time for what’s truly
important. Instead of scattering your hours on side tasks, with
good time management you can redirect this time and
dedicate it to the essential stuff that you want to complete.
This is how you can align your goals with real-life efforts.

With adequate time organization, you can also reduce the
efforts you put into tasks in order to finalize them. This means
that you can accomplish more in your day, if your time
planning is combative and smart, and most important of all,
properly focused.  

  Ultimately, good time management will translate into a better
ability to make important decisions. Why? Simply because
you’ll have more headspace. When you have clarity over your
work and a solid plan on how to achieve each goal
consecutively, you free up your potential for imagination,
creative thinking, and innovative problem-solving.

Seasoned professionals also note that handling your time
well leads, down the road, to higher chances for success.
As you regain control of your days and direct your work
with solid decision-making, you’re better able to realize

your goals.



S O M E  O F  T H E  M O S T  P R O M I N E N T  T I M E  M A N A G E M E N T  S T R A T E G I E S  F O R  M A N A G E R S  A N D

I N D I V I D U A L S  A L I K E  I N C L U D E S :
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W h a t  a r e  t h e  e s s e n t i a l  typ e s

o f  t i m e  m a n a g e m e n t?

When it comes to time management in the workplace, there

are diverse styles for handling time allocation and

organization. They relate to the way managers direct

employee time management, as well as to how individuals

go about organizing their daily hours.

Strictly time-based / cliff-hanger approach:

Managers are focused on goals and getting them done efficiently.
In some cases, this can lead to overload for employees, if their
time isn’t properly balanced. In the case of personal time
organization, reaching quick results and respecting deadlines can
be just as important as the quality of the work itself.

Initiative/ impulsive approach:

These types of managers are more spontaneous and prioritize

relationship-building in their team. While this strategy is more sensitive

to the differences in people, it can result in reduced productivity and

loss of direction. As for individuals, the impulsive approach is often

seen in the artistic professions, leading to spurs of creativity, but

sometimes also to delays in completing tasks on time.



Steady approach:

The most balanced strategy usually brings the best outcomes for
both managers and solo professionals. With this approach, time is
perceived as a source of healthy pressure but is not the only
leading factor in day-to-day work. Managers compare the needs of
the team and the project tasks at hand while seeking harmonious
ways to make the two meet. Individuals take a steady approach to
tasks, balancing due dates with their current workload and
potential.
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W h a t  a r e  s o m e  exa m p l e s  o f

t i m e  m a n a g e m e n t  s k i l l s?
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The most crucial one is the ability to plan and prioritize,

based on careful goal-setting. Other important skills

include cutting distractions and setting work rhythms.

They allow you to achieve higher levels of

concentration and productivity.

Naturally, self-discipline is at the heart of it all. This is

the essence of effective time management, as well as

an overall feeling of control and sense of direction. It’s

also related to self-awareness. Through practicing it,

you can gain insights about the conditions under which

you achieve your best.

Many people find time management apps to be a huge

help. Solutions like Hubstaff allow you to track the

hours spent on each task and project. They can also

provide you with information on your daily use of

different platforms and social media so that you can

detect major distractions and address them.



07

W ays  t o  I m p r o v e  Y o u r

M a n a g e m e n t  S k i l l s

DIRECTOR

HANNAH  PERKINS

PRESIDENT

THOMAS  SMITH

VICE PRESIDENT

CHEALSY  WILL IAMS

Make a Schedule – and Stick to It

Start improving your time management skills by organizing
your days and weeks in advance. There will always be
surprises, but it’s likely that you have an idea about the kinds
of tasks and responsibilities you have to deal with every day.If
you’re feeling a little lost, spend a week or two tracking every
single thing you do each day. This will help you identify
patterns and recurring tasks, which you can then incorporate
into your schedule.

Prioritize   
         
The second lesson in time management is learning how to
prioritize. To efficiently execute any project, you need to decide
which stages or components of the project are most important
to your business and the impact of each stage/component in
the short, medium, and long terms.You must figure out which
tasks or activities will deliver the best returns. That way, you can
prioritize these over less important tasks.



Set Some Boundaries 

Which hours of the day you don’t want to be disturbed at
all, except in case of an emergency. 
What counts as an “emergency.
”When you are free to take quick phone calls or answer
simple requests.
How your team should proceed to schedule long-duration
meetings for more complex issues.

If you want your team and family to let you work in peace, you
need to inform them when you aren’t available. People can’t
read your mind, so it’s up to you to set boundaries when
necessary. You don’t want to sound rude, so be sure to
communicate your limits in a polite, but direct manner.

Time To make this work, you will have to make a few things
clear to everybody:

Account for Good Distractions

No matter how hard you try, you will get distracted here and there.
That’s a fact of life. Furthermore, no one can work for hours on
end. We all need breaks to help us stay productive. The best thing
to do is to accept that distractions will happen and try to
incorporate them into your schedule.Block out some downtime
during your schedule every day. This may mean setting aside a few
minutes here or there for a cup of coffee, a walk in the corridor, or
a trip outside for some fresh air. These breaks are especially
important if you work at a desk all day long. You can also use your
breaks to try some stress management techniques, like breathing
exercises, meditation, or yoga.
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Stay Away From the Bad Distractions

If there is a good side to distractions, there is also a bad side. If a distraction

takes up too much of your time, you will find yourself greatly behind on

work. So, get to know which distractions tend to drain too much of your time

and then make every effort to avoid these distractions.

 For example, you may want to stay away from social media during the

workday. You may also want to keep your email window closed until you are

ready to sort through your inbox. Leaving the tab open in the background

can be a massive distraction – each new email that comes in will make you

want to veer from the task at hand. The same goes for app notifications.

Get Some Tech Help

There are many time management apps available for both Android and iOS

devices. These can help you boost your productivity and ensure that you are

doing what has to be done.

For example, if you want to know where all your time is going, you should try

something like Rescue Time or Toggl.

If your goal is to keep your calendar in order, download Cal or a Calendar.If

you need some help keeping distractions away, give Focus Booster a shot.

If your to-do list is in disarray, then Trello may be perfect for you.

These are just a few of the options out there. There’s a time management

app for everyone these days. If you’re not a fan of these suggestions, you

can definitely find something else that suits your needs. Just do a little

digging.
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Never Procrastinate

If it can be done today, do it today. This golden rule
should be your motto if you want to make the most of
your time.Take it a step further: If something in your
schedule changes and you find yourself with extra time
before the end of the day, start on the next day’s tasks
without thinking twice. It’s much better to finish your
week earlier on Friday than it is to get stuck working on a
last-minute project.
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Time flies when you least expect it, being

conscious of time will result in self

improvement and goal achievements. 

It’s true that we often lose focus when we try

to tackle everything and then we end up

achieving nothing. 

Start today to follow proper time

management so you can see major

improvements in your business and even in

your day to day life.Educate yourself today. 

Stay tuned for the release of our future

guides. We are already getting ready to

release our guide on When to Hire a VA.


