


What 1§ fime management *

intelligently - sa that you use it moxe




“do we need Time
’,




Benefits of Time Mahagement

You, feel more
confident In

vour ability to
You reach yvour get things done,
goals -

You avoid
meltdowns/
sickness

You achieve

balance in your
life.

You improve
your self-esteem
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You ae morme
Productive

The Benefits
of Time
Management

You reduce your
siress



= Plan your day
= Write down your priorities
= Stop multitasking

= Break Tasks into Steps
E Remove distractions

B Set Reminders

= Have break and refresh your mind




Lack of Time management
Results in :-

= Missed deadlines

= Poor work quality

= Higher stress level
= Work life imbalance




TIME MANAGEMENT
The POSEC Method of Time Management

Respaonsibilities according to your
time and goals.

What needs to he achieved in

Organize order to maintain success,

What needs to be acl

Organize order to maintain suc

Streamline Tasks you may |

be done .



for better Time managemnt

ISEAVINS Organized

PrioritizingWhat you need to accomplish
Setting goals clearly
ESttong communication skills
Won't just wish -Do
= Flandling stress in a positive way




CONCLUSION : -

he final'point about time management is
. the concept of Balance . In conclusion,
“lime management is a very important

sKill to be learned and to be mastered
'to have better lifestyle .by managing
well time, you will no longer suffer from
stress and your tasks will be done on
time and with great quality.







