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1. Time management is crucial for success and realization of goals. Discuss succinctly on this statement.

Answer: Time management's role in the realization of goals is important in so many ways and here are a few ways based on the statement:

Identify your personal and work-related priorities: This is a key step in the process. Think carefully about outcomes that are important to you. Write them down, being as specific as possible. Specify exactly what you want to accomplish and by when. If you have multiple priorities in the same area (personal or professional), try to select only one or two initially, or try to rank them as to importance.

Translate your priorities into concrete goals, with component activities:Break each goal into its component activities; identify what steps are needed to achieve the goal. Identify the requirements and resources you need related to each activity step. This helps you organize for success and have what you need to move forward towards goal attainment.

Identify deadlines/intermediary time frames related to each activity step and goal attainment:These could include deadlines for personal goals (sign up for an exercise class by March 1) or work-related goals such as report deadlines (gather needed data to complete quarterly report by March 30). Write these activities and their individual deadlines on your calendar; scheduling them gives you a direction and affirms your commitment to carry them through, step by step.

Learn to say "No" to opportunities and requests that take your time and don't move you forward towards goal attainment.To the extent feasible, saying "no" is an important safeguard of your time. Doing so with courtesy and conviction will make it easier to say "yes" at a later date and simultaneously affirm your commitment to yourself to follow through on your scheduled activities. 

Strive for a balance between "doing" and "being."Remember to plan some "fun time" in your schedule. With better time management strategies, you can be more productive, experience improved relationships, and enjoy more "good times" with a minimum of anxiety and stress. Doing "more" is not the ultimate goal of effective time management. More is not necessarily better, and cramming your schedule full of "to do" items doesn't necessarily lead to higher life satisfaction.
