Good time management allows you to accomplish more in a shorter period of time, which leads to more free time, which lets you take advantage of learning opportunities, lowers your stress, and helps you focus, which leads to more career success. Each benefit of time management improves another aspect of your life.

SOMETIPS ON TIME MANAGEMENT

1.Define your goals: write down everything that you need to do along with the deadlines for the realisation of these goals.

2.Prioritise: not everything is as important as it may seem at first. Classify your tasks according to their importance, the required time for their implementation, whether other people need to be included, etc. The golden rule of time management is: Complete high priority tasks first.

3.Planning and schedule: prepare daily, weekly, and monthly schedules of activities. If you are working on a project that takes several months, also prepare an annual plan. Prepare the list of daily activities at the end of the workday, so that you can start the new day with clearly scheduled activities. A word of advice: occasionally include the “me time” item in the schedule :-)

4.Devote your entire focus to the task at hand: once you start with a task, tune out all other disruptive factors (close all other browser windows, put your phone on silent, etc.) and focus 100 percent on the task at hand.

5.Learn to say “no”: if you take on too many activities, you will not have enough time. Decide which opportunities to pass on.

6.Turn key everyday tasks into habits: your daily routine and habit will make it easier to realise the tasks.

7.Control your activities: be consistent with the tasks at hand and comply with the set objectives and deadlines. Regularly check if you are complying with the set objectives and deadlines.

8.Don’t forget to work out, exercise and eat healthily: you know the saying: “A healthy mind in a healthy body”.
