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The one thing everyone has in
common is that we all have 24 hours
in a day, seven days in a week and 52
weeks in a year. Time is a precious
resource that cannot be replaced.
Once spent, it  is gone forever. A bit
dramatic?  Not really. Our ability to
manage our time is the one thing
that will make a difference to what
we achieve in life.

What  is  time  management?

Time Management is the ability
to decide what is important in life,
both at work and in our home and
personal lives. To prioritise certain
jobs so that we complete the tasks
we need to and also those that we

think are really impor-
tant.

Many people spend
more time planning
their next holiday, than
planning their lives.
Planning our lives,
deciding what career
we want to pursue, can
provide us with more
satisfaction. The abili-
ty to manage our time
is an important life
skill.

Why  is  time  management  important?

Good time management provides
us with the ability to keep a balance
in our lives, or to recognise where
the imbalance is.

In my experience, time manage-
ment is one of those skills that
many people have to work hard at;
the benefits are plain to see. It is a
skill that can be learnt, practised

and improved upon
all the time. It is also
a skill that everyone
needs. Unfortunately,
not everyone will
acquire it, and as a
result, they will
achieve less in their
lives than they are
capable of.

Benefits of time
management

There are many
benefits, some of which have
already been mentioned in this arti-
cle. By managing your time, you
will be able to achieve more at work,
at home and in leisure time. It will
also help you to live a more balanced
life, reduce the levels of stress, have
more energy, have more focus to con-
centrate your efforts, increase your
self esteem and above all enjoy more
success in your career.
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