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Time Management

• Time management is the process of planning, organizing, and 
controlling how you spend your time so that you can achieve your 
goals efficiently.



Why Is Time Management Important?

• Good time management helps you:

• Complete tasks on time

• Reduce stress

• Increase productivity

• Avoid procrastination

• Achieve academic and professional goals

• Maintain a healthy work-life balance

• Have more time for important activities



First Approach

• Planning the activities

(FIRST, SECOND, THIRD...)

(Time allocation for every activities)

•  Prioritize the activities

(Urgent, important, not important, and not urgent)

• Execute the activities 



Second Approach 
Key Principles of Time Management
• 1. Set goals

Know exactly what you want to achieve.

• 2. Prioritize tasks
Do the most important tasks first.

• 3. Make a schedule
Decide when you will do each task.

• 4. Avoid procrastination
Do not unnecessarily delay important work.

• 5. Eliminate distractions
Reduce unnecessary phone use, social media, and interruptions.

• 6. Break large tasks into smaller tasks
A large assignment becomes easier when divided into manageable steps.

• 7. Set deadlines
Give yourself a specific time for completing each task.

• 8. Review your progress
At the end of the day or week, check what you accomplished.



The Eisenhower Matrix

• Urgent+Important

• Important+Not urgent 

• Not important

• Not urgent



Example

•Prepare for tomorrow's exam → Important + Urgent

•Work on your PhD research → Important + Not Urgent

•Answer every social-media message → Not Important

•Watch random videos → Not Important + Not Urgent 
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