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                                          The Ultimate Techniques 

                                      for  

                         Time Management 
                                                                     (The First 6 of 18) 

 

1. The Concept of Time 

“Now go on and enjoy yourself, dance until your heart’s content and win the Prince’s 

heart.” 

 

So, what does time mean to you? 

When was then last time you realized the value of time? 

Do you know what is interesting about the concept of time?  It is absolutely 

uncontrollable.  Time cannot be controlled; it can only be managed.  That is why we 

must learn the art of time management. 

 

Every person only has 24 hours in a day.  So, in order to get the cutting edge, you must 

be able to manage your time in the most effective and efficient way possible. People 

forget that time is the most valuable resource we have and once lost, is lost forever.  

Time waits for no one! 

 

2. Do you live in your own time cage? 

 

Our lifestyle decides how much time we have for each thing.   The way we live and what 

we do decides how we spend our time and how much we have to spend.  Therefore, we 

all live in our own time cages. 

 

So, what kind of life do you live?  Most of us live a fast life with easy access to 

information and tools that are intended to save us time and do things faster. 

 

You will be surprised to find out how much one can do provided one has the time for it 

and one can have time only if ones time is organized and managed well. 

             So, if you must build yourself a time cage, make sure it has plenty of space. 
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3. Where does all that time go? 

 

 

It is quite surprising when you sit and think about where all the time in one day goes.  

Twenty-four hours is really a lot of time, but on most days, it does not seem like enough. 

 

 

There are certain misconceptions about time.   

 

The next two points will examine where all the time goes and give you a realistic view 

about how much time you really have in a day.   

 

Point 1: 

 

We do not really get twenty-four hours in a day.   Because we always talk about the 

twenty-four hours in a day, we get the feeling that we really do have twenty-four hours 

to finish our daily business, but the truth is we do not.    

 

Let’s assume you sleep 7 hours per night.  You have already lost seven hours, which we 

can deduct from the twenty-four which leaves you with seventeen waking hours.  

Waking hours are the hours that you are actually awake.   Now if you think all of those 

17 hours can be used for productive work, you are wrong.  Let’s go to Point 2. 
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Point 2: 

 

The 17 waking hours cannot be used completely for productive work.  There are things 

that we must continue to do that do take up a lot of time.  Now the following list will 

definitely vary from person to person.  I have given each action a reasonable time to get 

done.   

 

• Taking a shower – Most of us take one shower.  I give that 10 minutes.   Some 

people take 2.  So that would be 20 minutes. 

• Answering the call of nature- With our phones attached to our hips now, when 

nature calls, we take much more time to answer that call.   We get that call several 

times per day so let’s give it 30 minutes. 

• Getting ready and prepping ourselves (includes a shower).  Obviously today we are 

doing business from home so that will take some of this time down.   But still, we are 

looking at 30 mins to an hour depending on your gender. 

• Eating- We need to eat to live, and I accept the fact that people have different eating 

habits and times. People should eat 3 meals per day at 10 minutes per day which 

adds up to 30 minutes per day. 

• Time to relax- This includes time for yourself in the morning upon waking to 

meditate etc. to get your day started on the right track and the time to unwind and 

recover from your day.  30 minutes per adds up to 1 hour.    

• Time with family and friends- With the pandemic going on this is more important 

than ever to help keep your sanity and feeling of connectedness.  Let’s give this an 

hour. 

 

So now what do we have left? 

 

We started with 17 waking hours.   The activities mentioned above when put 

together will take 3 hours and 40 minutes.  This leaves us with 13 hours and 20 

minutes left. 

 

The fact is this is all the time we get.  So, from now on it’s more realistic to say we 

have 13 hours and 20 minutes to accomplish a days work and not 24 hours.  If we 

continue to think we have 24 hours, we are deceiving ourselves. There are these 

things called time wasters which you must look out for.    
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4. Time killers  

 

Till now, we have been harping about how valuable time is and how time lost is time 

lost forever and so on.  But now we come to a strange concept and that is ‘Time Killers’.  

There are a lot of time killers in this world and what you must do is identify these time 

killers, look out for them, and stay wary of them. Only then can you put your available 

time to the maximum possible use.  

 

The time killers that I have listed below are general. They are things that most of us 

encounter. But apart from these, each one of us may have unique time killers that are 

particular to our style of living and way of work. Be smart and identify these killers. The 

killers that I am referring to are quite ordinary everyday things that we see and use in 

our lives but often do not realize how much of our time they take away. 

 

 

                                Seven Terrible Time Killers 

 
 

• Telephone calls 

• Chatter boxes 

• Traffic jams 

• Finding parking spaces 

• Meetings 

• Bad machinery 

• Long queues 

 

-Obviously, this list could go on.  But before we keep adding to the list, I would like 

to elaborate on certain of the items listed above.    

 

 

How to handle Time Killers 

 
• Telephone calls- The funny thing about telephones is that these instruments are 

indeed great time savers. In fact, the amount of time that people get to save thanks 

to telephones is enormous. The problem arises when telephones are not used 

properly. Number one thing about a telephone conversation is that it should be 

brief.   
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Important things to remember.  Turn off your cell phone when you are having a 

conversation or a discussion with more than one person. As soon as you get a call, 

you may ask the people you were talking to excuse yourself, but you leave them 

waiting and waste their time.  Often, we tend to give more importance to the caller 

than to the person we were having the live discussion with.  Again the same rule 

applies here. Be brief.  

• Chatter boxes- Haven’t we all met them? They simply love the sound of their own 

voices and once they open their mouths, there is no stopping them. So you must let 

them know right away you don’t have time and if you get a telephone call from such 

a person, use caller ID or ask your secretary to divert the call. 

• Traffic jams and finding parking spaces- Anyone who has lived in the city for at least 

a day will understand this. There is no getting past a traffic jam at the rush hour.  

And will someone tell me why it is called rush hour when that is the time when the 

traffic is the slowest. The only thing you can do is anticipate the traffic jam and leave 

your home a half hour or one hour early.  If you cannot avoid the traffic jam, then 

find something constructive to do while you wait for the traffic to move along.    

Instead of using valuable time to find a parking space, there are a lot more options 

now to help you save that time.   For example, the subway, taxi, uber or lyft. 

• Meetings- Lengthy meetings and discussions can prove to be awful time killers 

particularly if the meeting does not have a clear agenda and if there are people who 

love to talk among the group. So, having a clear agenda and expectations of the 

meeting length up front can save you a lot of time. 

• Bad machinery- Bad machinery is a time waster. How many of us have wanted to sit 

and scream and bang the daylights out of a pc that does not give us the required 

data or information or is running slow. A photocopier that gives shamefully faint 

photocopies etc.  If you have such equipment get it changed as soon as possible. It is 

worth the amount of time and energy that you waste on it every day. 

• Long queues- Long queues certainly waste a lot of time.  If you can get the job done 

yourself via google research, YouTube or by reserving your ticket in advance, do it, 

even if it means a few extra dollars, it is worth the time you may have to spend 

waiting. 

 

Apart from these each person may have other time wasters, like for instance, a car that refuses 

to start in the morning or difficult hair.  Use your common sense and try to find alternate 

methods. 
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5. Organization, the key to time management 

      If you are better organized, you have a better chance of managing your time effectively. 

So, what is this art of getting organized?  There have been enough books written about the 

art of getting organized. 

Let me ask you this, how organized do you want to be?  When we talk about getting 

organized people generally get an impression of a neat and clean office with not a paper out 

of place.  But my experience has taught me that a neat office is not necessarily a very 

organized office.  If you throw away every single piece of paper that comes to your office, 

certainly your office will be neat but not necessarily organized. I believe that organizing is a 

relative term. It is all a matter of convenience. 

 

• In an organized office there will be a place for everything, and everything will be in 

its place.  But at the same time, you should be able to lay your hands on the object 

you need the moment you need it.   

• And it is not enough that you know where everything is, somebody else should know 

it too. In case you are not able to come in person and get something, somebody else 

should be able to do the job for you. It is here that labels, and tags can prove to be 

vital.  Every single file should have a name tag, and everything should be filed 

properly.  It is not enough that you name things according to your convenience. The 

names should be intelligible to others as well. 

 

 

Tips on self-organization 

The best way to get organized is to find out the loopholes where we usually end up in a mess 
and see whether we can get around them.  
 
For every working man or woman, the following are often pitfalls: 

• Forgetting Appointments 

• Forgetting Deadlines 

• Being Unable to meet Deadlines 

• Being late for meetings and Appointments 

• Forgetting Names 

• Forgetting Telephone Numbers 

• Forgetting to take important document and things along 

• Misplacing Objects and so on 
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          9 tips to become a more organized person  
 

• Accept the fact that we cannot rely too much on our memories.  The human mind is 
exposed to a hurricane of information every day. As a result, the mind does a very 
nice filtering process and very little of what we see and hear is retained in our 
minds. So instead of depending on our very selective memory why not depend on a 
piece of paper. 

• Carry a tiny scribbling pad or paper and a pen with you all the time. The moment you 
fix an appointment or are asked to attend a meeting etc, jot it down on the 
scribbling pad or paper.  I do this all the time! 

• It is a good idea to write it down in order.  Each time something comes up write it 
down along with the date and the time.  

• Your cell phone is another way to help you stay organized.   Be sure to use it. Each 
time someone gives you his or her telephone number, immediately enter it into your 
cell phone, along with the person’s name of course.  Also, there are a lot of apps 
that can be utilized as well. 

• Use the backside of business cards to help your memory.  Usually, we get a lot of 
business cards as we go about our daily business of life. The card contains the name 
of the person, his or her telephone number, email and probably the name of the 
firm for which the person works. But the problem is, the next time we meet the 
person, the face may seem familiar, but we won’t have the foggiest idea as to where 
we met the person. The best thing to do would be to jot down a few points about 
the person and probably the reason for meeting him or her and the place as well. 
This will certainly lessen the load on your memory center. But never to do it in front 
of the person. 

• Put away the business cards properly.  As soon as you get back to your office 
organize them into your business card holder.  Take care to read them properly and 
perhaps keep the cards of important clients separately. If you do not find much use 
for a person’s card, toss it. 

• Prepare a to-do list every day.  I cannot over-emphasize the importance of to-do lists 
in getting yourself organized. It is probably the most sensible thing that a busy 
person should do. A planner is the perfect place to do this.  It has times and dates in 
it. 

• Plan what you must do well in advance.  It is a good idea to have daily, weekly, and 
monthly plans. No this is not about expanding your business and things like that.  I 
am referring to having plans about the daily, weekly, and monthly activities of your 
business and yourself as well. 

• Have a fixed timetable.  It may seem kind of mechanical, but it would be wonderful if 
you could have a fixed time for everything and try to stick religiously to the 
timetable. Believe me it really helps because in that way you will have time for 
everything, and everything can be done in the time for it.  
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6. Your to-do list 

 

        The 6 advantages of maintaining a to-do list 

•  A to-do list helps us know the different things that have to be done so that we do 

not miss anything. 

• A to-do list is more dependable than our memory. 

• Once we have a written list of the things that we must do, we can prioritize and 

decide which jobs should be done first. 

• Sometimes one or more jobs may require that we go to another office or section. A 

to-do list helps us to avoid repetition of labor.  

• A to-do list enables us to cross out the tasks which we have completed and towards 

the end of the day when we see the list of things that we have crossed out, it 

certainly will give us a sense of accomplishment and satisfaction. 

• If anything remains on today’s list, it can be carried over to tomorrow’s list and that 

is an excellent way of preparing a to-do list for the day, by examining the ‘to-do’ list 

of yesterday and carrying out any task that has been left without completion.   

 

Now, when we talk about preparing a to-do list, there two important points that 

should not be missed out. 

* The ‘to-do’ list should be realistic. 

* It is not enough that only daily ‘to-do’ lists be prepared.  We say that the list 

should be realistic because it should include only things that can be accomplished in 

a day. There is no sense in preparing a list that includes items that can only be done 

over a week. Break weekly task into a daily to-do list so you can have time to work 

on it each day and be done at the end of the week.    

It is best to pin up weekly and monthly lists instead of carrying them around. And then a very 

crucial point that you should bear in mind is that a weekly list is not something to be done on 

the last day of the week and a monthly list is not something to be done at the end of the 

month.  

 

 

 

 

……………….To be continued………….. Ultimate Techniques 7-12 Next 

 

 

 


