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Time is a valuable thing. How much of the week does each person spend 
worrying whether or not they’ll actually have enough time to finish something? 
 
When done successfully, good time management skills can reduce stress and help to make the most of the 
available time by using that time effectively. In order to acquire those skills, it’s important to understand the reasons 
behind why time management is key. 
 
Time is one of those resources that simply cannot be saved up to use for later. 
 
Every single person has the same amount of time each day, and while some people feel huge accomplishment at 
the end of the day, so many more people are left anxious and stressed, feeling like they still have far too much to do 
and not enough time to do it. 
 

Prioritization is key in time management. Spending a little bit of time to figure out what can be left to do later or what can be delegated to 
someone else will ultimately give the busy person more time to spend on their most important and valuable tasks. With good time management 
skills, a person can actually seemingly gain time in their day because they will accomplish more and increase their productivity while spending 
less effort and time. 
 
While time management comes easily to some people, many others struggle to prioritize their time. There are several ways to help improve time 
management skills regardless of whether or not it comes naturally. 
 
First, a specific to-do list is key. 
 

The more specific the list, the less likely it is that an important step will be skipped. Keeping lists also frees up brain space; once a task is down 
on paper, the brain no longer has to constantly try to hold on to it. This helps to make the time spent on other tasks more focused and productive 
before you get to that specific listed task. 
 
Another key to great time management is setting personal goals. 
 

A person will be much more successful when they know what they are working toward. Clear daily, weekly, monthly, and even yearly goals help 
to keep someone on track, and leave less time wondering what to do next, as well as helping to eliminate unnecessary distractions. 
 
Similarly, the workspace should be kept free from distractions as much as possible. 
 

As much as two hours a day can easily be lost to unnecessary distractions. This is two hours that could be put to better use, such as working 
toward goals. In working toward minimizing distractions, there are many simple ideas to try, such as closing out any social or chatting apps on 
the computer and phone, and setting clear boundaries with co-workers or employees regarding times that need to remain uninterrupted. Time is 
one of the most important assets, and it’s vital to protect it. 
 
Finally, taking just a couple moments each day to plan will reap huge rewards in time saved. 
 

Before leaving the workspace each evening, try leaving a clean desk and a plan for tomorrow; this will make for a stress- and worry-free time 
away, and returning to less chaos will set the new workday up to be productive and time efficient. 
 
Everyone wants to have more time in the day, and the good news is that more time is easily accessible! Try planning your tasks, setting goals, 
and reducing distractions, and soon you will find places in your day where wasted time is hiding; before long you will be experiencing more 
productivity in less time. 
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