1

[bookmark: _GoBack]





Develop Time-Management Skills
Student’s Name
Tutor’s Name
Course
Date


Develop Time-Management Skills
My activities in the order of priorities are: completing the most urgent school assignment, cleaning the house, exercising, cooking, socializing, reading, teaching my son at home, nature walks and hiking, and lastly, reading or watching the news. Completing the most urgent school assignment appears at the top of my priority list because my studies are critical to my future. I invest a significant amount of my time in my studies to help me advance my human resource management career. Thus, as studies are taking such a crucial part in my life, I have to prioritize the completion of school activities, especially assignments. Cleaning the house comes second because of several reasons, one of them being I like cleaning. I also feel that a clean home is imperative in maintaining a good living atmosphere vital in the quest for success. Without a clean house, one’s mind will not be clear, hence disallowing one to focus on the activities that matter.
In my list of priorities, exercising is among the top ones because exercise helps stretch the muscles, including brain muscles, and prepares one for the tasks ahead. Cooking is among the activities that appear in the middle of the list. I like preparing meals for my family and friends and always love the feeling that consumes me when they enjoy my food. Socializing and reading are a crucial part of my life because they help me nourish my mind, increasing my understanding of the world, relationships, and society surrounding me. Allocating time to spend with my son allows me to give importance to relationship bonds that will remain with me in the entirety of my life. Without prioritizing family, our quest for happiness would all be in vain. Nature walks and hiking also appear in my priorities list because I believe that a connection with nature is a connection with self. As one breathes the fresh air surrounding nature parks and feels and listens to the sounds made by birds and trees as they sway against the wind, one’s body synchronizes with the atmosphere, and a feeling of freshness and belonging becomes beautifully overwhelming. Lastly, reading newspapers and watching the news on television allows me to remain updated on current affairs and trends.
Over the past two days, my daily routine has been almost the same except on the points where I take breaks to scroll through social media or check and reply to personal emails. I wake up at 5.00 a.m. and check for notifications on my phone. I spend twenty-five minutes doing physical exercises such as pushups and skipping. I begin preparing breakfast at 5.30 a.m., after which I prepare my son for school. Between 6.10 a.m. and 6.40 a.m., I take a bath and dress up for the day. I take my breakfast between 6.40 and 7.00 a.m. as I watch the news or read the newspaper. Often, I find myself concentrating more on my phone than on the news. After breakfast, I read with my son for one hour and leave the house around 8.10 a.m., taking my son to school on my way to work. Even during reading times, social media bring in multiple notifications, which I cannot ignore, on my phone.
Most of my day is spent at work, mainly checking and sending emails to colleagues and solving certain matters concerning employee benefits. However, at 5.00 p.m., I join my friends in discussions which evolve to include almost everything. I go home at 5.30 p.m. to meet my son, who is always eager for our evening lessons. I home school him, and he loves it. We finish his studies at around 7.30 when I hurry to the kitchen to make supper before bedtime. At around 9.00 p.m., I read to him, watching him slowly get to sleep. I then take a bath, go to my bed, read for about 30 minutes, and drift to sleep later at 11.00 p.m., having laid on my bed for one hour scrolling through social media.
According to Brian Tracy, having an efficient time management plan can help an individual accomplish anything to which they set their mind. Although I have been working through my day using a schedule that allows me to tackle most of my daily activities, I have been having problems accomplishing most of my essential tasks. For instance, completing a book I have begun to read becomes difficult, and I always find myself ignoring it and starting to read something new or spending time on social media. At work, I have been having trouble with scrolling through emails for almost half of my day, without doing anything productive; often, I find myself carrying forward my tasks to the following day. Additionally, when a school assignment is due in a week, though I take them seriously, I find myself waiting to complete it on the last two days. Some of the time management strategies I need to consider include working from a list. If I create a list of the things I need to do during the day, I will work towards accomplishing those tasks. I could also organize my tasks in order of priority (Stevens et al., 2019). For instance, I could ensure that I should have completed my daily tasks at work before socializing with friends in the evening.
Moreover, I need to reduce my priority list. As Ann Lathan says, the more priorities one has, the less one will manage to accomplish. Making my priority list as short as possible would help me achieve more than I currently do (Latham, 2015). I also need to postpone other tasks, especially those that can wait, such as the nature walk. I could go hiking on weekends and still accomplish the tasks on my priority list. Cleaning, though necessary, does not have to be done daily.
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