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“The key to managing time effectively is to concentrate on results, not on keeping busy. 
Good practice is to concern – How much you get done! - rather say how hard I work”. 

1. Objective 

The main objective of this white paper is to provide an overall idea on how time can be used in proper & 

efficient way in your daily life to fulfil your daily objectives and long-term tasks. Identify the jobs that are 

most—and least—important, focus your time on the most important task, and avoid time wasters. If 

something doesn’t make sense, you never do it, but if you are doing it, at some level it is making sense 

to you, so look at how you use your time. 

2. Motivation 

Most of us usually say, not enough time, even though I have much to do. Time is the money. Proper 

utilization of time helps you to be an organized person. Now question arises, how you can be organized 

and use your time in proper way? Organizing is a process to place the tasks in order, and an organized 

person always gets the right things done on time. Personal time management keep away you from 

“disorder” and “mess”.  It helps to believe and achieve what you really want to do. By implementing 

personal time management, you learn how to balance excellence in work, excellence in play, fun, and 

relaxation, your life become happier, healthier, and you can deal with more creative things. 

3. Introduction 

Time management has to be used as widely or effectively in your daily life. Personal time management 

is about controlling the use of your most valuable resource. It requires independence, means you have 

complete freedom to plan, choose and act. No matter how big or small, that can become an act if you 

plan and work, over a time it becomes a habit, however, difficult thing is to start on time? 
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The difference between inspiration and success is execution. Don't just sit and think - what do you wish 

to achieve? Take that thought, plan for work, then just do it! If we cannot do it now, looking at it will not 

help latter, rather only make you tired. 

4. Benefits of Time Management 

Time Management is a set of common-sense skills that help to use your time in the most effective and 

productive way possible. To meet your daily challenge of managing personal responsibilities requires a 

learning strategy. By applying time management, you aim to concentrate as much of your effort as 

possible on the important tasks. Benefits of Personal time management are: 

 

• More control on your tasks 

• Become successful in your jobs 

• Increase time in which you can work 

• Increase productivity that secure your job 

• Improve your effectiveness and reduce stress 

• Quality time to relax and enjoy life outside work 

• Differentiate important and non-important things 

• Help to plan and move into job areas that you really enjoy 

 

Time management has enormous amount of benefits, but many of us do not use it; as because:  

• Too lazy to make a plan 

• Love to live under crisis 

• Lack of knowledge how to use it 

5. Way to handle time effectively 

Managing time is not just passive, adaptive behavior; You have take action to make the desired result. 

This section on time management shows how you use your time in the most effective way possible. 

Personal time management can achieve by: 

• Goal setting 

• Organizing Skills 

• Improving attitude 

• Planning for effective use of time 
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• Priorities of the task 

• Evaluating use of time 

• Preparing Activity Log 

• Interruptions Handling 

 

5.1. Goal Setting 

Goal setting is a very powerful technique that can help in time management and all areas of your life. 

You are always going towards something, but if you don’t know the way, road will dominate and end up 

someplace else. Goal setting allows to choose what you want to be and where we want to go in life. It is 

a projection of your present values onto your future results. Goal setting gives you long-term vision and 

short-term motivation. By setting goals you can: 

 

• Improve your performance 

• Improve your self-confidence 

• Enhance your motivation to achieve 

• Eliminate causes like, stress and anxiety of unhappiness 

 

Goal setting strongly affects their effectiveness. The following guidelines help to setting effective 

goals: 

• Express your goals positively with a statement. 

• Keep goals small and incremental, give you more opportunities for feature work. 

• Be precise to set goals, putting in dates, times and amounts to measure achievement. 

• Set Priorities of several goals and direct your attention to the most important ones to avoid feeling 

overwhelmed by too many goals. 

 

5.2. Organizing Skills: 

Organizing Skills are the basic techniques you need to practice in your daily life with independent actions 

into a sequence to achieve meaningful results. Organized people always have clear objective and work 

to accomplish desired goals. Effective organizing means self-motivated to do something that has value 

and meaning to you. Organized people never, ever, face time crisis. 
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5.3. Improving Attitude: 

Values have shifted from traditional to technology and knowledge-based assignment. You should 

change your attitude to the changing needs of your way of life. Someone can move forward by opening 

the doors as well as moves backward by closing the doors. Both of them are movement, but one with 

positive attitude and other with negative attitude. Positive attitude is something you must develop to 

manage your time properly. 

 

5.4. Planning for effective use of time: 

Planning should be considered as an investment in efficiency and success. Planning is the process 

through which you work out, what you want to achieve, and then think through who, what, when, where, 

why and how of achieving that goal in the most effective way. Well planning, can ensure you to 

concentrate only on those tasks that will move towards your goal, without being distracted by 

unimportant tasks. 

 

5.5. Priorities of the task: 

People who are complaining about not having enough time, they are confusing activity with 

accomplishment. The interesting thing is that most of us spend so much time on low priority tasks and 

activities and no time is left each day to work on important tasks. One of the best ways to increase your 

personal effectiveness and productivity is to concentrate all of your efforts on achieving most important 

tasks first. Avoid waste time working on activities and tasks that provide a low return on your time 

investment. 

 

5.6. Evaluating use of time: 

As we all know, our success is a journey not a destination, life should be planned, monitored and 

regularly self-reviewed.  Evaluate daily use of time to make your life peaceful and progressive without 

any crises by following: 

 

• Improving reading skills 

• Using delay effectively 

• Dropping unwanted tasks 

• Doing important work on time 
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5.7. Preparing Activity Log: 

"To-do list" is one of the most popular tool is used to handle activity log. Use of daily or weekly traditional 

"To-do List" helps to utilize time in an effective way. The "To-do list" should continuously be updated. 

Activity log allows you to understand how much time we really spend in various tasks. 

 

5.8. Interruptions Handling: 

Allow time for interruptions. Your plan should have flexibility to handle interruptions and unplanned 

emergency. When interruption comes, you should ask yourselves - What is the most important thing you 

can do with your time right now? Interruptions can be handled by: 

• Getting up early 

• Blocking unwanted visitors 

• Getting rid of unwanted jobs 

• Handling phone calls effectively 

• Letting people know when we do not want to be disturbed 

6. Conclusion 

Urgent tasks always have short-term consequences while important tasks have long-term, goal-related 

implications. Efficient time management techniques and its use help to achieve long term goal oriented 

results. The overall intention of this white paper is to provide the initial motivation to our community to go 

forward smoothly as the technology changes with the help of proper time management. Most of the 

topics we discussed are well known to most of us in different way. We simply try to rearrange in a 

systematic way and hope this will be helpful to our community. No doubt, this is really an important 

issue. I an quite sure; there are many experts in our community, who can help by providing more details 

valuable and useful information. BPNetwork needs your help and active participation in addressing this 

issue. (info@bpnetwork.ca). 

 

 

 

 

 

 


