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			Chapter 
1

			Overview

		

	
		
			Today, people are often busier than ever working from home, and managing several obligations at once during the day. With more time at home, people are having to juggle time spent between families, partners, school (whether university or a child’s school), a job, hobbies, and many other activities. Simply put, working remotely often leads to many people struggling to juggle many different things in their lives. In addition to this, many people are losing their ability to pre-plan, create, and effectively manage their daily schedules—often leading to people working too much and losing their work-life balance in the pandemic; or, leading to people working too little and falling behind in the personal and professional duties in and outside of the home. 

			As a result of this, there is need today—now, more than ever—for people to create and establish effective time management practices in their lives. People need to be able to understand the fundamentals of time management, how to fulfil these aspects of time management, what the best frameworks and practices are, ad what tools are available to them to better manage their time.

			In addition to this, however, many people are struggling with time management because of the impact of digital technology and digital work. Remote working, wireless communications, social media (among others) are all significant factors that impact the way people are able to effectively manage their time. As a result of this, many people are fighting a losing battle when it comes to time management in the digital age. 

			As such, the following research (broken into two parts) will discuss and comprehensively illustrate the various aspects of time management, and time management for people in the digital age. The key takeaways from this research include the following:

			
					Understanding the fundamentals of time management, and how to structure them. 

					Understand the difference between time management, and time-saving. 

					Know the frameworks, tools, practices, and strategies that lead to effective time management. 

					The challenges and impacts of time management, and why it so often fails.

					What digital time management is, and the fundamentals of time management in the digital age.

					The psychology and growth of digital time management. 

					Challenges, failures, and factors that most commonly impact digital time management. 

					The top tools, strategies, software, methods, and practices to lead to more effective digital time management. 
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			Chapter 
2

			Time Management

		

	
		
			As per the key takeaways listed above, the first component of time management toady that needs to be illustrated are the fundamentals of traditional time management. The importance of this is that understanding conventional (or, traditional) time management allows people to better understand how these very same principles and aspects can be applied to digital time management. Thus, the first (of two) parts in this research is to comprehensively understand the fundamentals of time management. 

			Thus, the following sections will provide understanding into various components of time management. This will include understand what exactly time management is, what the fundamental components of it are, and how to manage these fundamental components. Additionally, this first part of the research will illustrate the impacts and benefits of time management, and how to achieve them; as well as the challenges and failures of time management that people so often find today. 

			This first part of the research will provide understanding and a foundation of knowledge to fully comprehend exactly how time management is impacted in today’s digital world; and, how people can improve their time management in the digital world we live in today. 

			Time Management

			It is important, however, to set a single definition of time management; so that there is just one understanding that can be referred to throughout the entirety of this research. As such, time management is most commonly defined as:

			The process of organizing and planning how to divide time between activities, so that a person’s time and efforts can be maximized during any activity.

			In other words, time management is simply the ability of people to—as the name would suggest—manage their time better. Often times, people understand time management to be akin to the sentiment of “work smarter, not harder”. In this regard, time management is often thought of as the way in which people work more efficiently and are able to sustain this in such a way that creates long-lasting impacts on their productivity and actions. 

			Time management is also commonly thought of as the strategy of effectively planning out time, planning schedules, how to be more productive, and how to create a better work-life balance. However, time management often refers to just more than building productivity skills. That is, it often also focuses on the ability of people to be aware of how to be more efficient—and better manage time—and, it also focuses on development people’s skills to adapt to certain environments, and to be able to adapt to new schedules and changes. 

			In this regard, time management is much more than just developing “hacks and tricks” to be more productive with time in a set and invariable schedule—and that doesn’t change. Rather, time management is about developing the skills, awareness, and adaptability necessary to be more productive, better manage time, and to be more effective in getting things done (in a timely manner) more efficiently in any environment or scenario. 

			This is why (so-called) time management experts are indeed able to apply their learnings and understandings of working more efficiently, and managing time better to any situation or schedule. The reason for this is that these individuals understand the fundamentals of time management; and, understand how to apply different tools, tricks, and best practices to a variety of disciplines—in order to find an iteration of time management that is effective in any scenario or environment.

			This is also the reason why it is so important to understand the fundamentals of time management. Not only does it provide an effective baseline of knowledge to understand what time management is (and what its key components are); but knowing these foundations allows people to better apply time management principles and practices in any area of their lives. As such, the following section will highlight and discuss the key fundamental components and aspects of time management—as best illustrated by industry experts. 

			Fundamentals of Time Management

			According to many sources, there are several core fundamental aspects and components of time management. These core components (also referred to as the “Steps” to time management) differ from many of the principles, tools, and strategies of time management; and, simply refer to the fundamental aspects that many time management effective—and, that allow people to benefit from time management. These fundamental components of time management namely include the following:

			
					Effective time scheduling,

					Goal setting; and, itemizing goals,

					Motivation to complete required tasks,

					Analysis of time and tasks, and 

					
Prioritization.These fundamental components often can be thought to come together into a function as seen below:

Figure 1: Fundamental components of time management 
(Author's illustration)

[image: ]

These fundamental components of time management are widely agreed to be the core concepts that allow people to not only understand what time management is; but also the steps and concepts that must be understood and improved in order to achieve effective time management. It is seen in figure 1, however, that each of these fundamental components of time management is related—and dependent—on one another. Without one of these functions, time management will not (and often cannot) be effective—nor will it be fulfilled as it should be.

To understand each of these components and fundamental aspects of time management, the following headings will further discuss (in-depth) what each of these functions is, how they work, and how they are related to one another. 

Time Scheduling

Time scheduling in time management is an essential component that is often the first physical or first actualization of time management. In many cases, it is when people will log or write down their time, and attempt to pre-emptively schedule and allocate time during a specific time frame. Scheduling tends to involve writing down every hour of every day (during a pre-determined time frame) and deciding what will happen during that time, and when it will happen.

Most often, this involves people creating journal, day timers, or calendars for themselves, wherein they are able to not only write down—but visualize—their day-to-day activities, and see how things begin to come together. This is an important component of time management; because without being able to physically actualize a schedule, and the time during the week (for example) many people are unable to manage their time. Simply put, scheduling allows people to create a baseline for how they will begin to tackle their time management; and, it allows them to create a structure for their time management once they have prioritized goals, and motivated themselves to do the work.

In this case, scheduling can be thought of as the first- and last-step of time management. This is because people can understand what exactly they need to plan and manage; and, once they’ve created their priorities and goals, they can schedule and plan accordingly. 

As a result of this, there are a few steps that are important to remember, in order to schedule effectively. These steps include the following:


	
List everything out first. People must list out every task (big or small) for a given time frame, and write the necessary completion date or date of occurrence next to it. This allows people to get everything out of their head, and onto the paper – so they can start to visualize how their time management is going to take place.


	
Define priorities. Although this will be discussed below, an important aspect of planning and prioritization. This means that people need to figure out what needs to get done first. Most often, people will define a hierarchy for their activities based on the following model:Figure 2: Priority Action Matrix (Priority Matrix, 2016)
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In this matrix, people need to prioritize based on what is important, and what needs to be done sooner. Things that fall in the bottom-right quadrant often don’t even need to be listed, whereas things in the top-left quadrant should be listed at the top of the planning list. The bottom-left quadrant often falls under the realm of “delegation” or “quick wins”. This means that little things that should get done can fill in the gaps. The final (top-right) quadrant are often long-term projects or goals. These types of activities should often be listed for the future, but should have milestone budgeted into the schedule along the way. 



	Create time estimates. Once it is figured out when things need to be done, it is important to understand how long it will take to do them. Tasks that require little time can be scheduled closer to the required delivery or completion date; whereas, ones requiring more input or effort should have more time budgeted pre-emptively. 

	
Create contingency and extra time budgets. Once people understand how long things will take, it is important to also budget time in between tasks. More often than not, things never get done perfectly on-time, and there are always instances that lead to some spillover. This means that people need to be aware of this, and budget for extra time at the beginning and ends of days (for larger contingencies), as well as some time in between tasks (especially when travel is involved).


	Analyze the schedule. More often than not, people will find that they schedule something the first time, and have 30 hours of work on one day, and 2 hours of work on the next. This is why scheduling tends to be the first step; because it allows people to iron out the wrinkles in their schedule. 



Nevertheless, it is seen in this list above that there are many instances wherein scheduling overlaps with other activities (namely, prioritization, itemization and analysis of time). In any case, scheduling is an important step in time management because it allows people to start to visualize everything they need to get done; and, it allows them to start to figure out how they will manage their time during, between, and around tasks throughout their week.

Goal Setting

The importance of setting goals during the time management process supports the prioritization of activities, and helps people define to people why they need time management, and exactly how they will carry out time management. Goal setting most commonly help people find motivation to better manage their time; and, they help support scheduling. This is because when people have certain goals in mind, they will be more motivated to start to manage their time better; and, they will be more inclined to create a schedule in such a way that supports their goals. In any case, goal setting is an absolutely crucial component of time management.

Simply put, goal setting during time management helps people find the right direction that will guide their time management, it will help them meet deadlines better, and often leads to more efficient work—and less wasted time. In time management, goals could be simple and short-term, or they can be long-term goals. For example, people could have the goal of wanting to get through emails faster each morning they enter the office. They may find when they schedule and prioritize their daily activities that emails are better responded to mid-morning, because there is a gap in their schedule; and, they are more mentally aware at this time. 

Thus, the goal of responding to emails faster leads people to have improved time management not only for answering emails; but it leads to better scheduling, planning, prioritizing, and time management for other activities during the day also. Long-term goals are also important. Having the goal of wanting to ask a boss for a raise is an effective long-term goal; because it means that people will be more inclined to manage their time and perform better now, so they can have a better impression later. 

In any case, setting goals is something that is immensely important (both short- and long-term) in time management, because it helps provide direction and support for all other activities. However, goals should always follow a similar procedure to make sure they are effective; because ineffective goals often lead to poor time management. This is why the baseline framework that is suggested are SMART goals, as seen below:

Figure 3: SMART Goals (Merrihew, 2020)
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SMART goals simply ensure that goals are more effective at allowing people to progress and improve. In time management, this is especially important because goals are so heavily interconnected with many other components of time management to begin with. Thus, setting good goals leads to better time management. These goals, much like schedules should also be written down and known prior to—and during—the scheduling process, so that they can support other aspects of time management.

Motivation 

Motivation is a unique aspect of time management that often creates an underlying fundamental interdependence between different aspects of time management; and doesn’t always play a forward role. Despite this, however, motivation is incredibly important to make sure time management sticks.

Motivation is most often driven by the goals, and allows people to find more drive to better manage their time during the day. After all, many people have the goal of “more free time”, which is entirely reliant on being more efficient, and better at time management. This means that people will be motivated to work harder, and more efficiently, to achieve this free time. 

Simply put, the motivation component of time management is crucial for many people to start time management; and, it is also important for people to carry through with time management. Despite the immense importance of motivation, and the intrinsic relationship shared between goals and motivation; it can often be one of the most difficult parts of time management for people to fulfil, and is one of the most common components that people will fail on, leading to the ultimate forgoing of better time management altogether.
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