
1000 Word Essay on Time Management 

Time management refers to the efficient use of time to make the most of it. The easier it 
seems, the harder it is to follow this technique. If any person has learned how to manage 
time, he/she can achieve almost everything in life. 

It is the truth that the first step toward success is efficient time management. The person 
who cannot correctly arrange and manage his time fails in everything. Efficient time 
management increases your productivity, improves the quality of work and helps reduce 
stress. 

Importance of Time Management 

1. Good productivity 
When you have a plan, all you have to do is implement it correctly. You do not need to 
waste time on what to do between tasks, what not to do, but rather what needs to be done 
to increase the level of productivity. 

Raise motivation level 
When you set a goal, your motivation level will naturally increase. Work hard to achieve 
your goal so that you can prove yourself. 

3. Increase the quality of work 
If you see what you have to do during your time and what needs to be done, then the 
planning part will be completed automatically. You only need to pay attention to your work 
which increases the quality of your result. 

4. Less stress 
Time management helps to complete your tasks in less time and with fewer efforts. Thus, 
it is also an excellent way to fight with stress. 

Time Management Tips 
Here are some tips to follow: 

1. Make a to-do list 
Prepare a list of all works to be done every morning. Make your tasks a priority and 
schedule time to complete each of your tasks. Keep an eye on your list and keep matching 
the list after completing tasks. Take a break in between your jobs. Meditate for some time 
each day. Eat healthily and take proper rest. 

Use a calendar 
The use of the calendar is the most fundamental step for managing your daily activities. 
If you use outlook or lotus notes, calendars come as part of your mailing software. You 
can use Google Calendar. It would be even better if you use it on your mobile phone and 
other hardware. You can set a note about any work with an alarm on your mobile. 



Take eyes on your deadline 
Put a deadline on your calendar when you want to finish your work. Now organize yourself 
in such a way that you complete the work on time. 

4. Assign work to others 
Let others also work that is, delegate your work. If some action is not very important and 
others can do it, then let others do the same job. With this, you will be able to concentrate 
on more important work. 

5. Say no to excess work 
No – even learn to say. Know that you cannot work more than your capacity and do not 
work more than that. If some work in the middle is hindering your ongoing work, then say 
no or allocate some other time for it. 

6. Avoid time-wasting 
Whatever work is wasted by your time or you get away from your work is called time 
wasters. Spending more time on Facebook, Pinterest, login frequently, checking mail is 
time-wasting tasks, avoid them. 

7. Proper plan preparation 
Make this plan before you go to sleep at night or in the morning. From this, it will be known 
that what you are going to do for the whole day tomorrow. Now you will keep doing your 
work according to your plan. 

 
Benefits of Time Management 

1. Productivity enhancement 
The work that you do by moving around and taking more time with things, if you do the 
job carefully by sitting in one place, then that work will be done quickly in less time, and 
the chances of making mistakes are also reduced and at the same time, you will also be 
able to do more work. 

2. Reduce stress 
If you can complete a work in a short time, then do not take much time to do it, it also 
saves your time, and you can do more work at the same time so that you also stress-free. 

3. Reduce mistakes 
Keeping in mind the time if you will work, then you will be able to do the work flawlessly, 
and there will be no mistakes and even less. 

4. Less life friction and problems: 



Sometimes we get so engrossed in our dilemmas that we forget our accountability, and 
this happens when we are not able to take care of time, that is like we spend our time in 
place of a ludicrous and then the rest. If you try to finish the work on time, there may be 
many mistakes in the work which can cause many problems, but if we use the same time 
properly. So, these problems will not come. 

5. Getting more opportunities 
If you use time as a rule, then your work is not only done in a short time, but you also get 
more time to do the same job. And if you save time, you will get more opportunities. 

6. Increase your respect 
If you respect time, time will recognize you, and that means that using the time properly 
will not only do your job well but also increases your admiration and applause. 

7. Getting more time 
If you do some work with time management, then you also save time, and you can do the 
same job in less time and your remaining time will also be saved. 

8. Wasting less time 
If you do some work keeping in mind the time, then you also save time and not spend 
time. And at the same time, you will be able to do more work. 

The Bottom Line 
After discussing the above-mentioned article, we can say that time management is 
essential for everyone whether you are a student, homemaker, business person or 
working professional. If you can manage time efficiently, then you will not hold back from 
achieving your goals. 

 

 


