
"Don’t be fooled by the calendar. There

are only as many days in the year as

you make use of. One man gets only a

week’s value out of a year while

another man gets a full year’s value

out of a week."

CHARLES RICHARDS
Author,  The  Psychology  of

Wea lth

Time Management - Meaning

and its Importance

Principles of Effective Time

Management for Balance,

Well-being, and Success

T I P S  &  T E M P L A T E S

10 tips for mastering time

management at work

Pomodoro Technique: Fullest

Introduction to the Most

Popular Productivity Technique

B L O G S

This meeting will focus on learning about
effective time management.

MEETING AGENDA

Learn how to synchronize your productivity with your body clock

with the “Circadian Rhythm” game.

A C T I V I T Y :  
T H E  C I R C A D I A N  R H Y T H M

Time Management refers to managing time effectively so that the right

time is allocated to the right activity. It allows individuals to assign

specific time slots to activities as per their importance and refers to

making the best use of time. Time is scarce.

Ask yourself which activities are most important and how much time

should be allocated to those activities? Know which tasks should be

done earlier and which can be done a little later.

E F F E C T I V E  T I M E
M A N A G E M E N T

What is the most active part of your day 'on fire'?

What is the most ‘distracted’ part of the day?

During which part of the day is it better to

complete the hardest/most manageable tasks?

When is it best to take a break?

Who has similar working/relaxing rhythms in

your chapter?

D I S C U S S I O N  Q U E S T I O N S

R E S O U R C E S

Each member should jot down their daily routine in hours starting

from waking up to going to bed.

Each member should label each block with the following features:

‘on fire,’ ‘vibrant,’ ‘cruise control,’ ‘at 70%’, ‘distracted,’ ‘slowing

down,’ ‘tired,’ ‘hungry’ indicating how they felt during the activity

they were doing.

Once done, connect their hourly blocks to effective time

management and discuss the following points.

https://www.managementstudyguide.com/time-management.htm
https://mcgraw.princeton.edu/effective-time-management
https://www.lucidchart.com/blog/time-management-at-work
https://everhour.com/blog/pomodoro-technique/

