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The Myth Of TiméManagement

Productivity and Time Management

BUSINESS

Economy of the

25 great Jabs for people wha
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you higher levels of productivity ar@ crucialaspect inensurirg revenue

growth and achievinguccess.

In fact, manyndividuals and corporations willingly st large sumsf money
and effortin order to improve in this areddigher levels of productivity in
individuals (whether as part of anganization or alonehelps to bringhem
closer to their success targewithin a shorter time period, and prevents

needless wastage of time, money andoetf




The dictionay defines productivityascthe quality, state, or fact of being able
to generate, create, enhance, or bring forth goods and sergices ¢ 2 SELJX I A
simplyon a more individudevel- it is justhow much onecan get done in a set

period of time.

And when productivity is mentioned, time managemesuallyalso brought
up ; they go hand in hand. Both are strongly correlatddgherlevels of

productivity is usually theesultof better time management.

All That You Know Aboutihe Managementls Wrong




Yup you got that right.

Your understanding of time managemastvery likel)X wrong.

Time management is in fact, a misnomer. Time caieotnanagecbr

influenced; it isomething thatis pretty muchout of our control. All of us

despite our social or financial backgroumade allocated 24 hours in a day, no
moreorlesshy OS 32y S> GKSNBQa y2 gle& S Oy

Our day-to-day responsibilitiesbe it family or worktakes up a lage portion
of our time.Not only that, time is fleeting and so easily robbed from our hands.
Unexpected things pop up all the time. Prigg# change. Things go terribly

wrong. You get siglor tired.
Youcanonlydosomuel® 2 dzZQNBE 2y f & KdzYlFy> | FOGSNI | €

You can, howeverontrol YOU. And your CHOICES8e managemeris more

correctly, all abouselfdiscipline and task managemeht.i Qa (G KS YI y I 3
of expectations as well as interruptiorisisthe ability to managegour actions,

habits and priorities bsed on the time you are giveit isunderstanding what

matters mostmakinga choice to makeoom for thatin your life, and gtting

NAR 2F GKS dzyySOS&aal NBEX dzyAYLERNIFY(G &i

Also,time management is not a one system fits all meth®ldere is no perfect

method. Different ndividuals have different styless SQNB I f £ GANBR |
in terms of personality type, identity and individual life circumstan&xsne

may find that a tedo list works for them; others mé&nd to-do listshard to

follow and denotivating.L (i Q&  |irdihg ybud gtodmie different strokes

for different folks.




Multitaskingbecause you wantd manage time better? Bad idea. Contrary to
popular belief, faster and more is NOT always bettultitasking is one way

to destroy your productivity levels

{ dzNy®useemto get more donethis way

However, you are probably more likely to make mistakehkich will result in

you doing over thingsStick to focusing on one task at a tipand taking

sufficientbreaks whenever possibl® 2 dzQf f adl yR G2 .00O2 YLJ
b2sX ¢6SQOS avj@ylinghmliple Risks & one time is

counterproductive. However, striving to completachtask no matter how

long it takes is also not a wise idea when it comes to time management

another common misconception regarding time management. Restriat you

time spent on a task, and schedule accordingly.




As you can see, a lot of what we know regarding time management are in fact,

myths. Many of us have skewed perceptions or are misinformieeh it comes
to time managementThesemyths, over timethroughthe people around us
or the media we consume, become deeply ingrained within our mindsets; we

eventually regard them as facts and hold on to theks a result, we are

preventedfrom becoming truly and fully productive in any aspect of our lives.




Chapterl : Effectiveness Vs. Efficiency

Effectivenessersusefficiency.

Both terms are adjectivehat beging A (| K K Sand afiséd$oNI WS Q

describe how wik is done. Not only that, thegound quite similar,

It isrelativelyeasy to mistake one for thether, or use theminterchangeably
(a lot of people do!)However, these termare anything but similarin fact,

they each carrgompletely different meanings.

Effectiveness is all about doing the right @én it is result oriented. It is when

2 y Sbjectives ardn line with their main goalsand indirectly youpurpose.




It is finding ways to improve outcomdsor example, if your goal is to increase

awareness and saled a particular product to reach a particular target, you
should engage in tasks activitiesthat will hdp move you closer to your goals
(eg. marketing and ads, in tresenarig , and not waste time on irrelevant

tasks that do not serve your gts. The makes you effective.

Efficiencyhowever, is more aboutdoing things rightthis aspect is task
oriented. It is using better ways to get something done wwethe shortest
amount of time possible, while utilizing the least amount of resousseor
costs An examplef efficiencywould beusing a computerized system tetg
things done accurately in a shorter span of time; as opposed to relying on
manual methods to do the same thing, which is susceptible to human error

and is more time consuming.

Eitherone can exist without the otheone can be effective but not efficient,
andvice versa. It is entirely possible for one to be effective in achieving their
goals, while being inefficient in the way they do it. It is also entirely possible to

be none of both at all.
In fad, there are four possibilities

1. Effective and EHicient
2. Effective and Inefficient

3. Ineffective and Hicient

4. Ineffective andnefficient




It should be noted however that try@ptimalproductivityisa combination of
both efficiency and effectiveneg¢blumber 1) the Holy Grail for every

individual ororganization

It is not possible for an organization or person to reach peak productivity Jevels
if they are lacking in either efficiency effectiveness (Number 2, 3 and 4). If
FyeidKAY3IS GKS@QNB aSiiuAy3da GKSYyaSt gSa

failure.

Effectiveness> Efficiency

In terms of order of importance, effectiveness should be prioritized over

efficiency in all your considerations about productivity.




This howevedoes not mean that you should disregadh# importance of

efficiencyaltogether- again, as mentioned earlier, productivity ibaanced

combination of both.

Effectiveness involves the big pictuRutting effectiveness firguist means
that you should first and foremost focus on doing the right things in order to

improve your chances of getting a good outcome.

Once you get yourself on track and laid out the basics, you can then look into
how you can improve the way you dattigs. The logic here is to concentrate

on being efficient at the tasks which are significant and are effective in
O2YUNROGdzIAY T (2 @&2dzNJ 21 fad ¢KSNBQa

tasks you carry out do not coiibute to your purpose and gaal

To sum things upefficiencyis a modifier for effectivenessiot a substitute

Efficency is meaningless on its own.

The problem with most people is that they tend to gravitate towards efficiency,
rather than effectivenss. It is perfectlynderstandable being efficient is a

whole lot easiethan being effectiveBeing efficieninvolvesimprovements on

a smaller, morenanageablescale; effectiveness however requir@svhole lot

2F 0 NI AYaid2N)AY dlues an@diffdrentaychas, o & | f a =

larger £ale. And that is intimidating.

Not only that, people who put efficiency before effectiveness have this

tendency of looking for better and perfect ways of doing things, and head

nowhereinstead- which ironically, leads to ineffectivess

%)




Increasing Effectiveness

r

A

So how does one increase their effectiveness?

Put some time ade to evaluate these few things :

1 Clarify theWhat- focusing on the results you want to achieve and
defining the picture of success.
1 Clarify and pursue key strategies that will give you the highest possibility

for success.

b2g GKIG &2dz2Q@S & actioh, ydu saia fOSIRon BaydzNJ LI |y
increase your efficiency. This would mean concentradimghe HowQ a
implementtion ofyour strategies inhe most efficient way possible, and

improving how you do things as you go along.




In the coming chapters, we will look into further detail on this, as well as many

other helpful tips that will skyrocket your productivity to optimum levels.




Chapter 2 Results Fast Lane To Success

To embark ora majorjourney, youshould first have a readlea of your

destination.

CKAA gl e&x 22dzQff o6S | of S -dréctiond moge I RSIj c
of transport, estimated costs, time, etc.

{ 1AL 0KFGZ |wgnderidgZideQdR. O8 fidRyouwzelf lost

somewhere in middle of Timbukt§. dzZNB >  &ajodmeeXBrigh?. iyt

where?

Similarlywhen it comes to planning for your success, you will need a
GRSaUGAYI A2y ¢ ThaymBuldibe adchd VisiY df whatPou want,

and specific goal® help you on your way to achieve your idea of success

12




Creating AVision

To be trulyeffective in your pursuit fosuccess, yshould first be able to
visualize®2 2 dzNJ & R S-&@ dlday/visin éf @hére you want to be in the
T dzii dzNuBabyou dedieayour passion, your purpose doing something

Creating a vision & Y LJ2 NI thg vierg thihgiih@taives you direction, a

compass that directs you in making the best decisions, and taking the right
actions that will propel you towards succeksti Qa ¢ K| (citede®di & @& 2 dz
motivated to push beyond your sdthposed boundaried (mQat keeps you

focused and on top of the game.




To begintake some time to envision how you see your lifgaur idealfuture.

Reflect on your passions, copinciples and/alues you live by, and your

purposein life.

Remember to define your visiermake sure your vision is specific and cldtar.
IS your starting point the very foundation you will be building oh.is the

ideal you will be striving for, to get close to.

It should be something that is in line withyovalues and principles, as well as
your view of thefuture. Simply coming up with a vague visiomaintingto be
GoSEHEIGKee 2N all2 Lidguld besomatiEing yh@disolis ghad dz3 K

specific.
An example here would be

1 Tobe financially free bgge 30.
1 To work only 30 hours a week.

1 To be a healthier individuaboth mentally and physically.

You can also think of the people you admire and look ugthe kind of
characteristics or habits you wish to emulagteurself. In factyou can even ask
them to be your mator, to help you think things through on certain areasl

adviseyou on what has worked for them.

' IFAYS R2Yy QO NBAOGNI AY &2 dzNBEiSdn.Yourdl 2 2 Y dz
vision is personaind unique-there is norightorwrong. @4 a2 YSGKA Yy 3 |

only you can decide for yourself, and this also is dependanwhat you want

to achieve in life.




Remember, the point of creating a vision is to know your reason for doing

something, and to help you be more focused and motivated.

Setting Your Goals

But simply envisioing the future is not enagh- that just reduces your vision

to little more than agloriousdaydream.

Visions will remain unattainable when not coupled with goals. And this is

where goals come in.

Goals are morspecificand quantifiablgargets-A 1 Qa4 G KS aNRF RY | LJ

journey of success. They actl@nchmarks omilestones, aiding you in laying










































































































































































































