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Communication may be incoming or outgoing in organizations. The wastage of time
due to incoming communication involves receiving redundant or imelevant
information as also information that is incomplete and insufficient. Managers should
keep a control over incoming communication. They should avoid referring (0
unnecessary material and should ask for detailed information only when required: this
will reduce the time spent on browsing for a specific issue. For instance, a manager
should ask for brief findings of a market research rather than a detailed market
research report. In addition, he/she should avoid receiving redundant communication
that may lead to waste of time. For example, a manager’s desk may be filled with
backup copies of reports, which may result in confusion and disorganization
Managers should control wastage of time from outgoing communications by keeping
the message brief, preparing informative reports, and by asking for feedback from the
receiver, They should give instructions to subordinates at regular intervals and make
sure that the instructions are in writing so as to avoid confusion. For instance, &
manager may communicate the project guidelines to subordinates at a meeting.
Nevertheless, he/she should also send the instructions in writing or in printed form, to
make them ¢lear, This may seem like a tedious process bul it helps in avoiding
arguments, trading accusations, and indulging in faultfinding. In addition, managers
need to notice the respanse of the receiver even in terms of body language. Body
language is an effective non-verbal communicator. A good communication process
should convey the information without creating any misunderstanding. Managers
should take every care to communicate accurate, relevant information.

Inefficiency: Due to flatier organizational structures and downsizing, managers have
100 many responsibilities thrust upon them. This increases the pressure on them.
Inefficient work is a time-waster. A job done poorly, carelessly, and hastily often
needs to be redone. Some managers work carelessly when they are in a hurry to meet
a deadline. This results in wastage of time and energy for the manager and the
organization, as the work has o be redone.

External time-wasters'

Situations that are external to a manager that result in wastage of time are called
external time-wasters. They are beyond an individual’s control. External time wastage

can ocur due to many meetings being held, interruptions, and excessive usage of the
Internet.

Excessive meetings: Excessive meetings conducted in organizations lead to wastage of
time. If meetings consume more time than necessary, then they are a time wasting
activity as one cannot work and attend meetings simultaneously. Frequent meetings
interfere with the workflow and are a symptom of a poor organizational structure. Too
many meetings signify diluted responsibility and inadequate communication of
information. In an ideal organization, everyone has defined job specifications, job
resources, and goals." When any one of these is unclear, meetings are held to provide
information, Every meeting results in a series of follow-up meetings, both formal and
informal, some of them stretching out for hours.

A poorly conducted meeting can be a waste of time for all the members. Some of the
fctors that contributc o the failure of a meeting are lack of planning, unclear
objectives or issues, timing of the meeting interrupting workflow, too many members
attending the meeting, people reluctantly attending the meetings, long meetings, etc.

If meetings are necessary, then care should be taken to make them productive, Only
those who are directly related 10 the issue or directly affected by the issue being
discussed should attend and a proper agenda should be prepared before the meeting.
Any material necessary should be circulated along with the agenda among the
meimbers who are supposed to attend the meeting. The time should be constructively
utilized and the meeting should not extend beyond the scheduled time. Meeting
should be held a a ime when the workflow will b affected the least and geting bask
0 work is easy. Exhibit 3.3 provides a few tips for conducting an effective meeting.
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A good moderator conducting the meeting should ensure that:

Exhibit 3.3
"
Tips for Conducting a Meeting

the agenda is fixed and only relevant items are included in it
the agenda is circulated to members and members come prepared to the meeting iy,

required material. .
the procedural aspects of the meeting are decided before the meeting and not during

meeting. :
the meeting involves only those who are directly associated o affected by the issue,
the meeting starts on time in spite of late arrivals of members.

approj ic style is best for meetings yj
an riate leadership style is adopted. An autocratic sty] e -
only in!ofmliun needs to be given, but where contributions are required, a democratic style

is preferred.

all members adhere to the agenda.

if any irrelevancies crop up, they are handled politely but firmly.
a person is in charge of taking down the minutes of the meeting and circulating them st e
end of the meeting.
a time limit is specified for each item on the agenda and if the time limit is exceeded the
moderator should insist that the issue is discussed later. R
discipline in attendance, participation, and conduct of the members is monitored.

the meeting arrives at a decision or a solution.
there is a follow up to ensure proper implementation of decision taken, |

Adapted from Fontana, David. “You and Your Tasks." Managing Time, First Indian Edition, New
Delhi: BPS Books, 1996, p49.

Interruptions: This is an unexpected time-waster. Interruptions can be in the form of
unexpected visitors or phone calls. They are the most prevalent time-wasters for
individual or organization. Managers may feel visitors and phane calls are impor.
They believe that being accessible at all times makes them good managers. Howevet
these interruptions definitely affect the workflow. But as managers cannot avoié
visitors and phone calls, they have to learn to manage the interruptions. The challen
here is to handle the interruptions as quickly as possible and then retum to Wt
Visitors are extenal interruptions to a manager." They can be either intemal o
external 1o the organization. Internal visitors include colleagues, subordinals, @
superiors who may interrupt the work, Intemal interruptions generally occur di
lack of information about the policies and procedures of the organization. In order
provide clear information about policies and procedures, the ‘managers can prert
memos and circulate them at the workplace. External interruptions come in (e
of visits of regular, potential clients, supplirs, ete. Managers should spend 8 V&
amount of time with them. Nevertheless, they should kecp a specific i
welcoming such visits and meetings. They must keep the conversations shot ]
useful for business. Managers must save all the businessrelated €O st
information of each clen, customer, supplier, et,, separately for fure wse-”
3.4 provides tips on handling interruptions, '
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[ Exhibit 3.4

“Tips to Handle Interruptions

Managers spend most of thei time dealing with interruptions from internal and external visitors
These interruptions consume 60% of their work hours. Managers spend around thirtcen hours per
week on just communicating on the telephone. They rarely find uninterrupted time. Thesy spend »
significant amount of time talking to someone, answering calls, or attending meetings. They arc
always preparing themselves to meet sudden requests and appointments. Hence, they may not have
time to concentrate on work.

« The office environment should be austere and should convey a message of a serious work place.

A manager should retain a sense of time when talking to unexpected visitors. This will help
them prevent long conversations and discourage regular visits.

The desk of the manager should face away from the door. This will discourage people from
disturbing them.

« A manager should have a halfclosed door rather than an open door, This will serve (0
discourage anyone who wishes to drop by.

A manager should set aside specific time for meetings and visitors.

“Adapied from Ramsey, Robert. D. “Work Smarter and Save Time.
Jul94. and Mirchandani, Rahul “The threat of ~success
Archives him#Two>
The telephone is the most powerful tool in busincss if properly used, but it can be &
time killer when misused.” Managers constantly complain about how telephone calls
interrupt their work and distract them. The duration and frequency of calls act as
potential distracters to the workflow. Managers must maintain a notepad to write
down the important poinis of a telephonic conversation. They can refer back to the
notes at a later time or when needed. They should take the help of a secretary (o
handle calls. The secretary should be trained in prioritizing calls based on the caller’s
importance. A call back system should be insialled in the office and it should be
handled by the secretary. The system where the receiver of a call identifies the caller
and calls back at a specified time is called  call back system. This helps the secretary
1o collet the required information from the manager before retuming the call to the
caller concemed. All the outgoing calls can be made at a specific time. This ensures
that there is minimum interruption to the work flow.
Excessive usage of Internet: Many organizations depend heavily on the Intenet.
Therefore, managers need to spend a significant amount of time on it at the
workplace. The Internet can be a time-sink, draining the user of his/her time. It can be
2 boon or bane, depending on how it is used. Managers need to distinguish between
uctive and unproductive usage of the Intemet, They should restrict personal use

prod
o the Intemet in the organization and can delegate certain Intemet related tasks to

‘subordinates to save time.

Flectronic mails can be very useful in business communication. They arc useful in
seting up meetings, giving schedule reports, and sharing and transfering of
documents. However, managers usually check their mails several times in a day, and
s leads to waste of ime. A specific time in each day should be allocated for reading
and replying to mails. This will reduce the need to check mais regulary.

Apart from the external and iniemal factors that result i time-wasters, a person's
behavior and stitude can also act as time-wasters. A person who exhibits such a
behavior and attitude is @ potential ime-abuser.

upervision. Vol. 53 Issue 7,
<http://www.ariesagro.com/
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Need for Planning Time

A plan enables an individual to Mentify objectives and goals. The process of planning
Sl irvolve Mertifing the goals . objetive of the managers 1 allows the
IMBRREETS 10 set gk, pricritize activities, and improve their produetivity It helps (o
Orgmnire fhe activities wnd minmize wadtage of fithe. Planning is 4 process that
Trvolves the aescxsment of e orgamization, te resurces, and it environment
Plamming considers the s, preent, and future information Past and the present
e used in preparing plans.
Components of 2 plan

Planning makes time munagement <ystematic nd effective An ieal plan shouid
Include components Wik the time factor, rewards, and grouping of tasks " These help
» ™anager in freparing an ideal fime plan

Time Factor An idesl plan specifies an appropriate time span. This means that the
Sime required for & specific task (if known either from the fime logs or experience) is
specified in the plan This helps in preventing over-allocation of time to a particulir
sk in a given plan_ Therefore. every plan should have fime spans and deadlines A
Seadiine is a powerful tool 1o plan time productively. It also helps in formalizing 1
plan. However, deadiines should be realistic and workable. They should not be too
‘velaxed as this may lead 10 & waste of time and aflect the nature of the worlk as well. If
& sk overrums the deadline, the managers must plan to make up for the lost time as
carty an possible.
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‘managers in realizing

term objectives. F
to finish a project within mmm g ‘monthly plans taking care of the
o finish a p
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= (o-do list that managers prepare each day. A to.

o 2 isan
Adaily plan.® onthe other hand, is 8 1055, B L rformed on a given day. For

i f the important A
::1:31:“:““5 m:n;;y prepare  daiy schedule as soon as he/she starts hisTher day

at work.

Most time masagemen tools give importance to daily planning. The underlying idey

behind daly planning is that cach well-planned day results in overall effective time
management. A daily plan is very flexible, simple, and straightforward. Daily
planing lays emphasis on routine pressing activities and immediate needs (lke
Teplying to mails, attending meetings). In this type of planning, the important
activities may be overlooked, and this could result in crises or in importance being
given to unimportant activities that do not contribute to the overall objectives of the
organization. Hence, this type of planning lacks the long-term perspective. On the
other hand, managers focusing on the long-term perspective may overlook a crisis at
hand. Therefore, a balanced view of long-term, short-term, and daily planning is
required for an efficient planning process.

A week is an ideal time span for planning, as it has both workdays and weekends. ™ It
provdes  balanced view.ofthe long-term, short term, and daily plans. A weekly plan
s dyiinic ol Ml::xlble It allows managers to renew plans both on a weekly basis a5
0 e x_:;d to renew plans at regular intervals and ensure that their

. They can renew a plan depending upon their immediate and

organizational goals

Strategies for Planning Time

50
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The second phase of planning involves taking o wide-angle view of future events and
scheduling them. It involves planning and preparing for unforescen situations. The
tools that can helpy managers in this phase are calendars, appointment books, and
schedulers. Effective managers make full use of these tools to manage their time. This
phase of planning involves making appointments, marking deadlines, and preparing
for meetings

The thid phase of planning involves monitoring the use of time. Time can be
monitored by planning, prioritizing, and controlling. The tools for a manager in this
phase are time logs and daily planners. In this phase, managers plan and prioritize
activities on a daily basis. This phase cmphasizes controlling activities. Effective time
‘managers adhere to plans and schedules.

The fourth phase of planning involves self-management. Managers discover their own
strengths anid weaknesses in the first three phases. The emphasis here is on managing
self and not on managing time. The planning in this phase involves increasing
productivity, and improving and enhancing relationships with others.

The managers evolve from one phase of planning to the next phase. Each of these
phases is interrelated. According to Covey, the underlying concept of these phases is
that the managers should firt plan their daily time, then schedule the tasks, and then
monitor the tasks. In the final phase, managers look to managing themselves
effectively, resulting in ffective time management. The time management matrix
designed by Stephen Covey (Refer Exhibit 3.5), determines the style of planning of
‘managers. The matrix has four quadrants, each of which denotes the key aspects of a
‘manager’s plan.

Quadrant 1 requires immediate attention. It consists of both vital and immediate
activities. This quadrant s called the Quadrant of Crisis.” Some managers spend most
of their time in this quadrant. It involves a lot of crisis handling and results in stress
for these managers. A manager in this quadrant is obsessed with meeting deadlines,
plans for dealing with crises and solving problems. A erisis arises when important
issues are neglected. Therefore to avoid crises, time has to be allocated to important
fssues. Managers in this quadrant should spend more time on planning for important
issues without procrastinating.

Quadrant 11 is vital but not immediate. This quadrant is called the Quadrant of
Value.®® A manager in this quadrant is involved in long-term planning, anticipating,
and preventing problems and spending time for personal development. Here, the
manager learns new skills and develops interpersonal relations. A manager neglecting
this quadrant will increase chances of facing crisis situations at a later stage, Hence, a
manager must plan 1o deal with the not so urgent but important issues.

Quadrant 11 is immediate but not vital. It i called the Quadrant of Misconception.”
Managers who spend too much time in this quadrant tend to think they are doing vital
activities when they are responding to immediate activities. These immediate
activities may not be important and are often based on the priorities of others. For
instance, a manager may be spending time solving the problems of his/her colleague.
Managers in this grid may also fice some problems. For example, a manager may
respond o a telephone call in the middle of a meeting with a client. Because of this,
the client has to wait for himvher to finish the call. When such situations happen
regularly, the relations between the manager and the client can worsen,

sl
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Exhibit 3.5
Matrix of Time Management”
Not Urgent
%‘L/ Quadrant IT
uadrant [ Acﬂv'd”
p o Prevention
. . Relationship building

o Pressing problems. 5
» Recognizing new

! rtant " N 3
e + Deadine-driven PO opportunities Planning,
o Deadlines recreation
‘Quadrant Il Quadrant IV |
ities
Not Important Activities Activiti

o Intemmuptions, somecalls | & Trivia, busy work

«  Some mail/some reports o Some mail

+ Some meetings « Some phone calls

o Proximate, pressing .
i «  Pleasant acti

Time wasters

«  Popular activities

Source: Covey, Stephen R. “Habit 3 Put First things First." The Seven Habits of Highly Effective
People. Fificenth Anniversary Edition, Simon & Schuster Inc, 2004, p152.

Quadrant IV is neither immediate nor vital. This quadrant is called the Quadrant of
Time. Wa|;rs.” Managers in this quadrant are potential time wasters. They spend
most of their time gossiping, reading magazines, and pursuing pleasant activities (like
watching TV). These pleasant activities do not, however, lead to self-developmert
Self-development takes place in Quadrant II. Managers in this phase need to leam
effective time planning by following Quadrant IT activities.

SETTING GOALS AND OBJECTIVES

52
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Exhibit 3.6
Stretch Goals.

A goal can act as a motivator. Initially, a manager should set small, simple goals. On achieving these
goals, heshe il motivated to set bigger goals and higher argets. The strtch goal pushes people (o
Sretch their capabilitis 10 the limit and hence helps them 1o achieve more. For example, say 2
manager has the goal of finishing a project within fifleen months; he/she can set a stretch goal of 12
months. This enables the manager to fully utlize his/her capabilities and resources

Jack Welch, former CEO of GE and author of various books, is known for the tough goals that he sct
for both organization and employees. He was successful in tuming around the fate of GE. Welch
believed in pushing the employees (o give their best by stretching goals.

“Adapted from <http:/vww.askmen.com/money/successful/47_success.himl>

Advantages of Goal Setting

Many managers believe that setting goals improves the productivity of the employees
and the organization. A goal is defined as a desired result. It specifies a performance.
result, or outcome. Goals provide a standard way 1o measure an outcome or result or
an accomplishment. Goals and objectives should be measurable. An abstract goal like
o become successful is not effective. On the other hand, the goal such as to become
a CEO in 25 years is clearer and more effective. A manager may have the goal of
increasing productivity. However, this is vague since a goal must have a numerical or
quantitative value related to the desired result. The goal can be redefined as improving
productivity by 2% within the next four weeks.

Goal setting can improve the performance of managers for a number of reasons. A
goal provides managers with regular feedback on their performance. It enables them
fo work better. They can identify the areas to which resources and efforts need to be
channeled. The goal setting makes managers feel more responsible and accountable
for their work and activities. Achieving the goals acts as a motivator for the managers
1o set still higher goals and achieve them. Exhibit 3.6 defines stretch goals that are
used 10 stretch a manager's performance.

Setting Goals

A goalis  powerful ool o focus energy and resources. Goals play a vital role n the
{ime management process. Manager learns to-overcome obstacles, develop strength,
and discover new objectives i the process. This process gives long-lasting fulfillment
3nd motivates them to achieve higher goals. Managers often find greater fulfillment in
achieving goals which they set themselves, than by achieving goals set by others. A
orthwhile goal gives a manager something he/she personally cares about having or
being. Managers should set goals that ae in harmony with the long-term plans and
objecives. The manager must set Specific, Measurable, Achievable, Realitic and
Timed (SMART) goals.

Specific

The goals must be specific. They should answer the questions of what, why, when,
who, and where and relate well o both the manager as well a the organization. For
exarmple, a shart-tem goal for a manager could be 1o reach offce by 9:00 am this
entire aweek” and & long-term goal could be “to cam $ 2 million in the next 15 years".
For an organization, & short-term goal could be “to meet the sales target” and the long-
term goal could be “1o capture 2% of the global market share.”
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PLANNING TO ACHIEVE GOALS

Scheduling

‘The next step in effective time management is drawing up plans to achieve goals. A
manager needs to prepare a plan to achieve the goals. The strategies to achieve the
goals involve scheduling, delegating, and controlling time-wasters, Exhibit 3.7 liss
some strategies o follow while planning for achieving goals.

After making a plan, identifying objectives, and setting time limits, managers need
PRy . 2 gers

plan their time effectively to meet the deadlines of the project. Scheduling tasks 4
activities successfully is an important strategy for effective time ‘management.
Process of scheduling
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[ Exhibit 3.7

Strategies for Planning to Achieve Goals
priortize: Many managers are last minute or crisis managers. Managers need (o be clear about their
prirites. The priorities of career, family, friends, health, fitnes, cducation, and entertainment. kecp
anging. For example, a manager may want to spend time with hiw/her family rather than working
outat a gym. Hence, for effective time management, there must be a prioritizing of activities based
on their importance. The tasks can be divided into the following types™ to help prioritize them easily.

« Type A~ Tasks which are important and pleasant

« Type B - Tasks which are important but unpleasant

« Type C- Tasks which are pleasant but not important

« Type D - Tasks which are not pleasant and not important

Set Rules: A disciplined manager with a set of beliefs, values, and morals is good at managing both
hisher time and that of others. The last minute manager may focus on meeting deadlines but an
effective manager works 1o finish tasks ahead of schedule, allowing time for improvements.
Managers should set rules for themselves that help them to avoid wasting time on unnecessary tasks.
Such rules can

« Doing the right things at the right time
« Doing things in the right order with interest

« Having the right reasons and doing things for the right results.**
Dedication: Even the most effectively laid plans fail because of lack of dedication on the part of the

‘managers. The reason for lack of dedication could be procrastination by the managers and their
inability to prioritize. A manager who prioritizes, sets rules, and shows dedication can achieve his
%

goals”

“Adapted from Blanchard, Ken and Steve Goiry. “The On-time, On-target manager." The Art of Time
Management. First Edition. The ICFAI University press, 2005, p120.
Reviewing: A schedule should be regularly reviewed. This helps managers to identify
the progress made and the time lags that need to be covered. They should have day-to-
day milestones in a schedule to keep track of the work. This allows them to set aside

some time for uncertainty.

Missing deadlines: A workable schedule should be flexible. It should be dynamic and

should change depending on the situation. Managers should have backup strategies
and plans in case of missed deadlines or schedules. The reason for missing the

deadline should be identified and necessary action taken to avoid its repetition in
future.

Another important strategy for better time management is delegation. Delegation is
the process of giving authority to a person to undertake activities or tasks on behalf of
another person. Managers have the right (o delegate but they have to take care to
delegate work o the right person a5 wrong delegation may result in more time
wastage. Effective delegation is important for effective time management. Some
‘managers do not like 1o delegate work since they feel that this could make their
Success dependent on others. In addition, they are unsure of the quality of the resultant
work, While some managers are so involved with their work that they prefer to start
and finish it on their own, others may be poor delegators. A person with low self-
esteem may even feel that delegation is a sign of weakness. Hence, many managers
refrain from delegating work. But managers should realize the importance of
delegation for managing time efficiently.
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Controlling Time-wasters

Effective time management is possible by controlling the time-wasters. Some of t
effective strategies for controlling time-wasters are:

Biological clock

People’s body clock determines the time at which they work at their best and the tine
when they are at their dullest. Managers should identify their best work hous znd
work on difficult tasks at that time. The dull hours of the day could be used to work on
pleasant o easy tasks. This wil help reduce waste of time. For example, a mansge
Who is very active during the morning hours can plan to perform the diffieult asks s
that time when hiher interest and concentration levels are high.

Prioritize

10 the plan.
Spiritual planning

the workflow is dull, A fixed schedulé @

example, a manay " them unless there is an emergency- F
et ioan use door signs that make it clogy ‘whether he/she is availh®
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Exhibit 3.8
Are you an Effective Time Manager?

Answer YES or NO to the following Questions:

1. Do you plan your time daily?
Do you prepare your long term, short-term plans?
Do you allow time for unforeseen situations in your plan?
Do you differentiate between your work hours and personal time?
Do you work overtime regularly?
Do you postpone the activities listed in your schedule?
Do you reach office on time?
Do you reward yourself on reaching the milestones in your plans?

R

Do you stick to every task you have started?
10. Do you feel in control of your time?
Results:

«  Ifthe answer is YES to more than nine questions then you are effective at managing your time.

« If the answer is NO to more than two and less than five questions, you need to become more
organized in managing time.

« Ifthe answer is NO to more than six questions, you need to give immediate attention to planning
your time.

“Adapted from <http://www.deeroaks.com/pdfs/ Time_Management_Questionnaire pdf>

Divide time

‘When managers analyze their time logs, they realize that a lot of time is wasted. This
is because their time had not been scheduled. The day can be divided into blocks
wherein adequate time can be allocated for office work and personal work. The
‘questionnaire in Exhibit 3.8 allows managers to know how effectively they manage
their time.

SUMMARY

“Time is a very important resource, It cannot be saved and used later, it can only be
spent. Therefore, a manager must spend time wisely. Effective time managers can
balance all aspects of their lives effectively. Time management is the art of doing
things based on priority. An analysis of time is the basic step in time management and
time los play a vital role in this. Time logs are maintained o record how time is
spent, Over a period, the time logs help in identifying the time-wasters. Time-wasters
ies which are not important or do not require immediate attention.
They can be internal and external to a manager. Intenal time-wasters arise due to
‘personal disorientation, procrastination, or the inefficiency of the individual, External
time-wasters are meetings, interruptions, the Internet, poor communication, and

8. Another category of time-wasters are time abusers. They waste time with
their inadequacies like perfectionism and preemptiveness.

After the time-wasters have been analyzed, it is time to start planning. Planning
involves identifying objectives, which can be for cither the long-term or the short-
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Action Points
Managers should:
o start the day with a plan and stick to the plan.

develop plans based on goals.

o record how they spend time daily.

o identify the major time wasters and avoid them.
*  have a flexible schedule and make time for unforeseen situations.

* st goals that are SMART -~ specific, measurable, achievable, realistic, and timed
*  prepare TO DO lists and prioritize tasks.

*  perform difficult tasks first.

* keep their desks neat and organized.

*  practice delegating work.
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Time management is very important for every organization. Automobile major,
General Motors (GM)," which employs around 325,000 people around the world and
has been reaping profits since 1931, attributes its success in large part o its focus on
‘managing its employees’ time, GM, which recorded s second highest profis in 2004
with 9 million vehicles being sold, encourages employees 1o set and achicve high
targets.” It makes sure that its employees understand the importance of schedules and
they keep ahead of them. It obtains regular feedback from employees on how to
manage time even more effectively

According to CEO of GE, Jeff Immelt," time management is a very important skill for
any manager or leader to have, since proper time management improves the efficiency
of a manager. A manager, an employee, or a leader needs 1o spend time on important
things by setting priorities. Many organizations provide training 1o help employees
manage their time better. Companies like Essar,’ Wipro, Motorola,” organize
management workshops for their employees. TCS® provides mandatory training in
time management for cvery employee. TCS recognized the importance of time
management in the late 19505 itself and the company began to mainain records of
‘how employees spent their time way back in 1958,

IMPORTANCE OF TIME MANAGEMENT

The invisible clock that is constanly ticking away in our minds forces us to make
better choices to manage our time better, Time is @ very precious resource —
something that cannot be stored. It is therefore important to plan time well and spend
it wisely. Time management is important in every facet of life but even more 5o in
work life. Many peaple believe in working faster or for long stretches of time. But
both cases reflect poor time management. Working faster may result in many errors
‘while working for long hours may exhaust the person. Effective managers can juggle
between different roles without feeling the pressure of lack of time. Successful
‘managers freat time as a very valuable resource.

The productivity of an organization can be improved by practicing an effective time
‘management program. Time management means spending time based on priorities
and goals. This helps in optimum utilization of time. Time management helps o find
ways to work more effectively and efficiently. It helps to balance various aspects of
life and 1o analyze time-waslers and interruptions. The focus is not so much on
“managing’ or *spending time" as on ‘investing time" in activities or fasks that are
important. Time management is not just about utilizing time appropriately. it is also
about identifying and avoiding time-wasting activities. People have many tasks to
perform and many roles 1o play in both their personal and their professional lives.
Time management starts with analyzing the pattern of spending time both in personal
and work life, Developing long-term and short-term goals and planning to achieve
them is one of the essential elements of efficient time management.

Improvement in technology has changed the approach to time management, There is a
constant flow of information from the Internet, ¢-mails, mobiles, and the intranet,
which is helping managers to take decisions quickly. However, technology has not
made time management any easier. In fact, the time pressure has increased with
tougher deadlines and targets having to be met.

Time management has become more important in organizations due to the flatter
organization structure. A flatter structure means a broader span of control for
‘managers, This, in tum, means that the managers have to spend the same amount of
time handling more responsibilities. They have to manage time more effectively and
efficiently. The flatter structure also integrates multiple roles for the managers. This
results in an increased workload and in an increased need for effective time
managemen.
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Once the tajor time spending patiems have been identified on a broad scale, daily
time can be A daily time log allows managers to evaluate how

productively a day has been spent. It is important o update the time log at regular

make entries of the various tasks performed through the day. The
description should, however, be very brief, containing only about one to four words,
The mumber of minutes spent on each activity should also be included. Some
managers feel that maintaining time logs s a time consuing activity. I s true that it
may take some time fnitally, but once they get used 10 it, each entry will take less
than 15 seconds and the whole process, only § fo [0 minutes a day. Regular

maimienance of time logs ives the managers an idea of the time required for
task. This enables them to plan accordingly.

Time logs improve the performance of managers and increase the organization’s
productivity. Managers start feeling accountable for the way they spend their fime.
Togs shoukd be used only 1o improve performance and effectiveness
It must be a productivity tool and not a monitoring

!

i
ll
H
i

tool. Moreover, time fogs alone cannot help 10 bring about efficient time management.
They should be used along with planning, scheduling, and delegating to overcome
potential wastage of time and help in effective time management.

Time-Wasters
Maintsining time logs helps in identifying the time-wasters. Time-wasters are those

that are unimportant or relatively less important. For example, a person may
00 much time browsing the Internet, when heishe is supposed to be
some other task: another person may be compelled to attend a seminar
g work hours, which may interupt hisher work. While wasting time on
Irowsing the Internet is an inherent habit that keeps the person away from work,
mending a seminar is an interruption from the environment. Hence, wastage of time
due 10 internal and extemal factors. Time-wasters that are internal and
‘extemal 10 & manager's eavironment are discussed below.

i

Mmtermal time-wasters are internal situations' that result in time wastage. The
‘of individuals result in such fime-wasters. Managers have to identify

shows up in the way they handle telephone calls, use their time for
X mectings, attend
M«.ummmwwmm-w-n.AcM:

flooding in from various sources like c-mails, letiers, office memos, cor
o Smscument, admsisiruive oporis, dad %0 ou. Al tose mpo s
information can creste & chutired desk. A desk or cabin should be functional, which
means that imporant documents and réports should be casily traceable. The most
e locaions hold b wid o place ings hat s mot e e
insance, the gt o el cabinel ol e sch o ks Beowsing
theough the cabinet casier. The most important files should be labeled. 1t is very

files, and the piling up of unnccessary files.
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