What is Time Management?
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Time Management is about setting clear priorities for yourself and making sure you achieve them. It emphasizes on your ability to crystallize priorities and apportion time to achieve them. It recognizes that time is a limited resource – so we have to make choices. Above all, it recognizes time is a wasting resource: Once its gone, 

it's gone. Hence we need to know how to conquer it.

Three key words can help you achieve better management of your time. They are :-

· Knowledge - You need to Know clearly what you need or want to do

· Choice – You need to make a Choice about which of the things need to do.

· Time – You need to arrange a Time to act on your choice.
Managing time is not always being busy!

We are not suggesting that every minute of your time must be packed with activity, but that it is possible to get what you want out of as much time as possible. That includes planning for relaxation.

Time Management Is About Priorities
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Priorities result From setting Objectives
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Setting Objectives Is About Planning
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Planning Is About Control
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Being In Control Is Being Self-empowered
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Self-empowered People Manage Their Time

Proper time management leads to achievement of goal. 

