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Efficiency: Optimizing
time use for maximum
results.

Productivity: Achieving
more with better
quality.
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IMPORTANCE OF
TIME MANAGEMENT

Balance: Attaining a
balance between work and
personal life.

Stress: Reducing stress
through effective
planning.



IDENTIFVING S
PRIORITIES

1 Set Goals: Clearly define what you want to
B achieve.

z Categorize Tasks: Separate tasks based on
B urgency and importance.

Use the Eisenhower Matrix: Categorize tasks into
3. four quadrants: urgent and important,

important but not urgent, urgent but not

important, and not urgent or important.
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TO-DO LIST

Create a list of
tasks to be
completed.

PLANNING

TECHNIQUES

HE
{

CALENDAR

Schedule time
for tasks and
events.

TIME BLOCKHING

Allocate specific
blocks of time for
particular tasks.

Q

GTD (GETTING
THINGS DONE)

A method for
managing tasks
and projects.
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Identify Distractions: Set Time Limits: Allocate
Recognize what frequently specific times to check
disrupts your focus. emails or messages.
Create a Work Zone: Use the Pomodoro Technique:
Establish a distraction-free Work for 25 minutes, take @
work environment. 5-minute break, and repeat.
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DELEGATION
TECHNIOQUES

IDENTIFY
DELEGABLE
TASKS:

CHOOSE THE
RIGHT PERSON:

PROVIDE CLEAR
INSTRUCTIONS:

MONITOR
PROGRESS:

Determine which
tasks can be
delegated.

Select someone
with the necessary
skills and time.

Communicate clear
instructions and
objectives.

Ensure to track
progress and
provide feedback.



Understand the Cause:
Identify reasons behind
procrastination.

Use the 2-Minute Rule: If a
task can be done in 2

minutes, do it immediately.

PROCRASTINATION

OUVERCOMING

Set Small Goals: Break
large tasks into smaller,
manageable parts.

Reward and Consequences:
Reward yourself for completing
tasks, and set consequences for

not finishing them.
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Review Performance:
Assess how well you
followed your time plan.

Adjust Plans: Modify your
time management plans
and techniques based on the
evaluation.

EVALUATION AND
ADJUSTMENT

Identify Areas for
Improvement: Find areas
that need adjustment.

Keep Learning: Explore new
techniques and continuously
improve your time
management skills.
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CONCLUSION

Effective time management is crucial for
boosting productivity and achieving a
balance between work and personal life.
By identifying priorities, planning
effectively, and managing distractions,
you can reach your goals more
efficiently.
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CALL TO ACTION

APPLY EVALUATE
TECHNIQUES: REGULARLY

>
Implement the discussed Review and adjust your
techniques. time management
practices periodically.
“ SET PRIORITIES

Identify and focus on
your main priorities.



