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What is time management?

time management

noun [U]
UK %) /taim maenid3y.mant/ Us 49 [taim maen.d3.mant/

*i=
the practice of using the time that you have available in a useful and effective way,
especially in your work:

= He's intelligent, but poor time management is limiting his success.

* a one-day training course, covering effective time-management skills to improve
productivity

Resource: Cambridge Dictionary




History of time management

The feeling that we have little time haunts us all our lives. 24 hour per day are
too little to do everything — job, kids, spouse, friends, food, laundry, car,
myself, hobbies, ...

The origins of time management go back to the time of the industrial
revolution, when people “had to learn to live by the clock rather than by the
sun” (according to Susan Ward). As early as 1911, Frederick Taylor realised that
he had to guide his employees to a certain time management in order to do
their work efficiently. He wrote a book "The Principles of Scientific
Management"”, in which he presents his theory of management.

Since then, time management has evolved through many changes, but its core
remains.



Why do we need to work on our time management
intentionally?

Time management

Reduces stress

Encourages
Time management and stress management are self-discipline
closely related. When you manage your time you
control it and ’(cjllme cctanltrollllngproves efficiency Self-discipline is actually motivation,
and mental well-being. because when you choose to do the last

task instead of watching the video, the
feeling afterwards is enough.

Accomplish more

with less effort .
Prevents mistakes

Time management allows you to
focus on one task. Distributed / \ When you are prepared and organized,
attention slows your work and takes you avoid more unintentional mistakes.
more time and effort.

Improve Avoids conflicts

dICISIon-maklng Setting out boundaries in work life is
N crucial in avoiding burnout. However,
Knowing your daily/weekly/monthly you can't set them without knowing how
agenda will help you prioritize the much free time you have.
important things and effectively decide
what to do first.

Focus on what

Flow state matters
Flow state - "an ecstatic experience of total Time management gives you more time to
concentration that requires our complete spend time on what really matters. And that

attention due to its difficulty.” State when we is your family, friends, passions and health.

are most productive and most happiest.



Agile time management

And what is agile time management?

When agile means to work at constant pace, to overcome obstacles
and learn from everything that comes across, then agile time
management “refers to a flexible and digital-friendly approach to
organizing your agile projects where individuals and team members
are in control of the scheduling of their own work time.”

Before we are going to explore time management deeper, let’s look
at 5 core habits of effective time management.




o HABITS FOR TIME MANRGEMENT

TODO INPROGRESS TESTING DONE

‘ . : . Do one task at a time
o
t

Get it done completly befor moving

LS to the next thing

Resource: https://biztorming.com/2019/04/30,



https://biztorming.com/2019/04/30/5-essential-habits-for-agile-time-management/

Next steps

In the next units we are going to look closer on how to manage your
time effectively.

We will introduce some time management methods, describe what
are timewasters and what is procrastination and finally we will finish
with practical planning of your activities.




Resources

https://dictionary.cambridge.org/dictionary/english/time-management

https://www.calendar.com/blog/brief-history-of-time-management/

https://www.actitime.com/time-management/mind-maps

https://www.liveabout.com/time-management-2948668

https://xmind.app/blog/mind-map-time-management/

https://www.mindtools.com/arb6j5a/what-is-time-management

https://corporatefinanceinstitute.com/resources/management/time-management-

list-tips/

https://www.techtarget.com/whatis/definition/time-management

https://biztorming.com/2019/04/30/5-essential-habits-for-agile-time-management/

https://medium.com/@natyanchiy/effective-agile-time-management-ca8e94f64a8f

https://www.linkedin.com/pulse/how-agile-traditional-time-management-differs-
inpositiv/?trk=organization-update-content share-article
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