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The concept of time

Man, trying to organize his life, formulated the concept of time and
invented the first means of measuring and determining it, observing
the changes of the phenomena around him.

The ancient Greeks were not limited to the practical meaning of
time. They thought and philosophized about it.



The concept of time management

In order to understand the concept of "Time Management" it is
necessary first to analyze the term "management" and then to
determine in relation to "time".

In the health area, as 'management' means the process through
which is achieved the effective use of available resources to achieve
various objectives.

Concepts inherent in the effective management is the planning,
organization and audit, which are of particular importance for
achieving the objectives



The concept of time management

Planning is the function on the basis of which
the goals, strategies, actions and means used to
achieve the goals are determined.

Organization, is the function based on which
and how tasks or duties are divided.

Audit is the function of setting the standards by
which management results are measured,
discrepancies between objectives and results
are identified, and corrective actions are
defined.



The concept of time management

The effectiveness of planning, organization and control of the
organization's activities and employees is a function of time in
which they are completed.

In this sense, the time of completion of work is the factor that
determines the success of management.

Therefore, effective "time management" contributes to the
completion of tasks and various activities in a timely manner.



The concept of time management

Proper time management is of particular importance for senior and
middle (management) executives who are responsible for utilizing
resources and means to achieve the overall objectives. Also for the other
executives who must make proper use of their working time in order to
contribute effectively to the various functions of the company or
organization.

The purpose of time management is to achieve work goals without the
individual-employee exceeding his potential and being physically and
psychologically worn out. .



The meaning of time & the individual

Time manager, is an innate gift or acquired ability that is developed
through educational processes.

Individual characteristics such as sociability, adaptability,
perseverance, tendency to learn, creative expression and ability to
solve problems are determined to some degree by hereditary factors.

The interaction between inherited traits and the wider environment
(learning opportunities and experiences) determines the
development of the individual.



Time Management & Planning Areas

There are two areas involved in time management and scheduling:

How much time do you have in total?

A realistic estimate of "available" time is a good start for planning.
Problems usually start with misjudging what we can and cannot do.

How much time will you spend on each job?

The next step is about "division". Our available time must be divided
between different activities, which is not always easy, nor can it be
done automatically. It takes thought and assessment of situations.



Time-wasting factors

◦Lack of organization

◦Unable to refuse "NO"

◦Procrastination

◦Lack of interest

◦Perfectionism

◦Workplace clutter

◦Undertaking multiple 
tasks

◦Non-assignment of 

responsibilities

◦Anxiety

◦Bad communication

◦Lack of self-discipline

◦Exhaustion

◦ Inability to find 
alternatives

◦Absence of goals & 
priorities 

Individual responsibility:



Time-wasting factors

oVisitors

oPhone calls

oNon-productive meetings

oWaiting for partners

oEmergency problems (conflict 
management etc)

oBureaucracy

oLack of equipment

oLack of staff

o Uncertainty of tasks

oInsufficient information

oAbuse of time (engaging with 
social networks) 

Environmental responsibility:



Consequences of time management difficulty 

Delays - Poor planning

Postponements

Reduction of productivity at work

Inconsistency

Poor stress management

Multiple activities,

Wrong priorities

Mistakes in the workplace 



Time management advantages

The benefits of effective time management can be summarized
as follows:

1. Increases productivity.

2. Relieves stress.

3. Creates a better mood.

4. It brings balance between the different areas of our lives
(family, relationships, work, hobbies, friends).

5. The deadlines are met in our work.

6. Working with other people becomes easier and better.



Making the most of time
Keep a daily diary

1. The diary helps the health professional to identify the time
that is lost.

2. The diary is compiled as follows:

All the activities to be carried out are sorted daily for a
period of about two weeks.

At the same time, each activity is analyzed in time.

3. The health professional then tries to identify and eliminate
areas or activities that, on the one hand, take a long time to
complete and, on the other hand, do not contribute
substantially to the fulfillment of the project.



Making the most of time
Time management questions:

1. Do everyday specific goals contribute to long-term goals? If so, how?

2. What activities do I do that are not related to the fulfillment of the
project objectives?

3. What work do I do that someone else can do just as well or even
better?

4. How much time do I waste making decisions on frequently repeated
issues?

5. Which areas of activity do I supervise causing the most problems?

6. In which areas do I waste most of my time?

7. How often is my work interrupted? What can I do to eliminate or
control this break? (e.g. telephones, visitors, etc.).

8. How much time do I waste on meetings? Can they be made shorter?



Making the most of time

Organization of meetings

The healthcare professional can invite people to a meeting
when they need to:

oIdentify the goals of the organization.

oHe has his views on making a decision.

oIdentify, analyze or solve a problem.

oHas acceptance for a program or decision he wants to
implement.

oCompromise conflicting views.

oGive information to people.

oMake sure that his subordinates have understood the aims
and policy of the organization.



Making the most of time
Organization of meetings 

The healthcare professional should not invite people to a
meeting when:

1. He can communicate with them through other media and
have the same effect.

2. There is no time to prepare himself and the people attending
the meeting.

3. A person who is the key to the success of the meeting cannot
participate.

4. The time is not right.



Making the most of time

Meeting identification

 Who will attend the meeting?

 What topics will be discussed?

 When will they be discussed?

 Where will they be discussed?

 Why should they be discussed?

 How many people will participate?



Making the most of time

Avoid wasting time during meetings:
1. Start at the preset time.
2. Come to the subject immediately.
3. Monitoring team dynamics. This means that the health

professional:
◦ He has to watch if people are bothered by

something or if there is a tension during the
meeting.

◦ These situations should be avoided because these
problems are transferred from people back to their
offices, resulting in them losing time at work until
they calm down.

4. Summary of results of the topics discussed.



Manage tasks

Urgent
They are happening now 

They come mainly from others 

They use or seem to need immediate action 

They give a short-term satisfaction 

Important
Contribute to the goals / priorities 

They have to do with result than conclude 



Time management suggestions

Clearly define the goals to be achieved.

To grade the importance and priority of the goals.

Start the implementation of the most important and necessary
goals.

Clearly define the activities needed to meet the objectives.

Assess the priorities of all activities.

Emphasis is placed first on efficiency and then on effectiveness
(first the activities that lead to the achievement of the goal are
identified and then executed).

Avoid the many visitors and phone calls that interrupt and delay
work.

Use modern office organization techniques to avoid clutter.



Time management suggestions

Keep tasks that others cannot perform.

Assign responsibilities to subordinates, having previously
been trained in the specific subject of their responsibilities.

Avoid postponing some work in the future, if it can be done
today.

Prepare a daily schedule of activities with the four or five
most important things.

If the list of activities is growing then priorities must be set.

Accurately calculate the time required to complete each
task.




