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Time Management. 

'Do you love life? Then don't waste time, because time is life!' 

(Benjamin Franklin one of the Founding Fathers of the United States of America). 

 

Time management is the ability to plan and control how you spend the hours in your day to effectively accomplish your 

goals.  

 

In today's world, many people are overwhelmed by the demands of work, family, and social agendas. 

Some people now work through their evenings, their weekends, and even their holidays. 

Feeling as though you have too much to do and not enough time to do it in can create a significant amount of stress.  

One skill that can help with these pressures and problems of modern life is time management.  

Time management is an important part of a comprehensive stress management plan, but it's not something that many 

people find they can easily master.  

 

                                                          Why is Time Management important? 

 

Following are a few of the reasons why it is so important, and how it can help you use and manage your time more 

advantageously: 

 

You increase extra productive hours:  

 

Because of better time management, you gain extra productive hours. You tend to be more self-controlled. 

You can achieve more with less effort in fact when you learn to take control of your time; you improve your ability to 

focus. And with increased concentration comes enhanced efficiency, because you don’t lose momentum.  

 

Reduce stress:  

 

When you don’t have control of your time, it’s easy to end up feeling rushed and overwhelmed. And when that happens, 

it can be hard to figure out how long it’s going to take to complete a task.  

 

You have more control over your life:  

 

When you practice time management, you can control the way your life goes. You have a better perception of what work 

you can do and what work will be done.  

You are better organized and prevent deadlines from becoming a problem.  

Deadline emergencies are unknown to you; instead you spend your time relaxing when others are stressing about work. 

 

                                                              Poor Time Management effect. 

 

Procrastination: 

avoidance of doing a task which needs to be accomplished as well as problems with self-control. 

 



Lack of focus: 

 

When everything is an urgent fire to put out, it's very easy to lose vision of your really important priorities.  You may not 

have thought about your most essential priorities for this month, this week and today.  When this occurs, you will focus 

on the urgent, not important, activities.  No time is spent planning how to prevent crises in the future.  As a result, the 

crises just continue and may get even bigger. 

 

More disorganized: 

 

When you don't feel in control of your time, your desk can pile up with paperwork.  Your to-do list increases.  It's harder 

to find things when you need them.  Not finding time to get organized is kind of like not finding time to fill the gas tank in 

your car.  If you just think you're too busy to do it, you will definitely pay the price. 

 

                                                        How to manage your time effectively. 

 

Set Clear Goals: 

 

An absolute must prior to being able to manage your time effectively is to set clear goals on what you want in life. 

 

Organization: 

In fact, anyone can efficiently manage their time as long as they get organized first. Without organization, it’s difficult to 
see just what needs to be accomplished in the day and how important each of those things are to your long-term goals 
 
Prioritizing Time: 
When you prioritize, you make sure you accomplish the most important tasks first. 
 
                                                            Time Management in other cultures. 
 
While in mainstream American society, we tend to think of time in distinct and manageable segments, other cultures 
perceive time as a flowing commodity that can’t be controlled. People whose roots are in southern Europe, the Middle 
East , Latin America and Asia , as well as Native- and African-Americans are in the second category. Stereotypically, they 
are raised to think of schedules, agendas and appointments as flexible because involvement and interaction with people 
are considered more important. That is why they may not exhibit a “sense of urgency” or a “make it happen” philosophy 
but may use further ways to achieve results. 
 
Because most Americans and north Europeans think of time as a commodity, they often try to get to the point as quickly 
as possible. This is a stark contrast to the way of doing business in other places around the world, such as Latin America 
and the Middle East where developing strong relationships between people over time is considered more important than 
reaching a business decision quickly. 
 
                                                                           Stress. 
 
"Working hard for something we don't care about is called stress. Working hard for something we love is called passion." 
(Simon Sinek, author and creator of the concept of Start with why). 
 
                                                     What happens when you are stressed? 

Stress is what you feel when you have to handle more than you are used to. When you are stressed, your body responds 
as though you are in danger. It makes hormones that speed up your heart, make you breathe faster, and give you a 
burst of energy. This is called the fight-or-flight stress response. 



Some stress is normal and even useful. Stress can help if you need to work hard or react quickly. For example, it can help 
you win a race or finish an important job on time. 

But if stress happens too often or lasts too long, it can have bad effects. It can be linked to headaches, an upset 
stomach, back pain, and trouble sleeping. It can weaken your immune system, making it harder to fight off disease. If 
you already have a health problem, stress may make it worse. It can make you moody, tense, or depressed. Your 
relationships may suffer, and you may not do well at work or school. 

                                                 How can you avoid or relieve Stress? 

Stress is a fact of life for most people. You may not be able to get rid of stress, but you can look for ways to lower it. 

Learn better ways to manage your time. You may get more done with less stress if you make a schedule. Think about 

which things are most important, and do those first. 

You will feel better if you can find ways to get stress out of your system. The best ways to relieve stress are different for 

each person however some steps can be done. 

 

Take good care of yourself. Get plenty of rest. Eat well. Don't smoke. Limit how much alcohol you drink. 

Speak up. Not being able to talk about your needs and concerns creates stress and can make negative feelings worse. 
Assertive communication can help you express how you feel in a thoughtful, tactful way. 

Ask for help. People who have a strong network of family and friends manage stress better.  

Sometimes stress is just too much to handle alone. Talking to a friend or family member may help, but you may also 
want to see a counselor. 
 
Regular exercise is one of the best ways to manage stress. Walking is a great way to get started. 
 
Let your feelings out. Talk, laugh, cry, and express anger when you need to with someone you trust.  

Do something you enjoy. A hobby can help you relax. Volunteer work or work that helps others can be a great stress 
reliever.  

Learn ways to relax your body. This can include breathing exercises, muscle relaxation exercises, massage, 
aromatherapy, yoga, or relaxing exercises like tai chi and qi gong.  

Centre on the present. Try meditation, imagery exercises, or self-hypnosis. Listen to relaxing music. Try to look for the 
humor in life. Laughter really can be the best medicine. 

Your biorhythm. We all are influenced by physical, emotional, and intellectual cycles. If we understand these cycles, we 
can predict them, just like the weather, and use this knowledge to our advantage. Ignoring your biorhythm, could 
potentially have health consequences.  
 
Do not force yourself. Three hours is the maximum time that people can focus on a task. Keep that in mind and not 
demand the impossible from yourself. 
 
Follow your own rhythm. If you all week have been forced in the armor of the morning person, follow your own rhythm at 
the weekend. The battery can recharge. This is so at odds with what is generally assumed: that you also weekend’s 
better get up on time, so your body gets used to that rhythm and not experiencing such large fluctuations. 

 
 
                                              
 
 



                                               Cultural differences in Stress and its management. 
 
Each culture produces its own unique sets of stressors. Cultures vary not merely in terms of their physical, economic, and 
social environments, but also in terms of their values and ideology. Values are the currently held normative expectations 
of social and moral conduct. There is an obvious interactive process between values and behavior. And since certain value 
is culture-specific, it follows that certain behaviors are also culture-specific. Therefore certain stressors too are culture-
specific. 
Consequently, one would expect to find differences between cultures in stress levels, reactions to stress and the coping 
mechanisms employed. 

                                      
 
                                     What is the connection between Time Management and Stress? 
 
Time management and stress are connected, because managing time helps to manage stress. People often experience 
stress because of a lack of time management skills and feelings of being overwhelmed by all they have to do. They can 
reduce their stress by using smart time management practices to help them get their work and other responsibilities 
completed in a more timely fashion. The relationship between time management and stress is generally an inverse, or 
negative, one. In other words, the better one manages his or her time, the less stress he or she should have. 
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