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Content Y nalvsis of Time Mapasement as a Tool for Ca rporate Effectivencss
By
Nick A. Obodo, Ph.D
trepartment of Business Managsement
Godfrey Okoye University,
Enugu, Nigeria.

Introduction

Tume management, as imporlant as it is, is relatively new in our study of office
management. Most classical anthors of texts in theory and practice of management
or even in office management, paid litle or no altention to time management,
which 15 onc of the major influencing factors of the oulpul and growth of any
cnterpeise. Time is not only & umique resource, bul also a limiting factor. We
cannol hire, buy or oblain more of it. We have to work within the space lime
allows us 10 achieve our objoctives, because any time wasted cannot be resained.
We often atiribute inereased productivity and growth to the cfficient management
of resources in combination with other factors, Without talking about the role
elfective utilization ol time plays in the overall development of our enterprise

Time 15 money, as the saying goes, and it has been described by the economists as
“an melastic resource”’. Tine cannot be stretched or extended and no matter how
high the demund, its supply will not rise. Tt is static. Therefore, we must work
wilhin it. [t can either be cxploited 1o achicve optimum benefit or it can be wasted.
Effective lime management is onc skill we must leamn for incrensed productivily
and efficiency

What then is Time Management?
Tume management is;

[ The heightened awarcness of the importance of time;
% The wdentification ol non-productive, lime-wasting activities and cnsus L A
good rrddance of (hem;

3. An honest appraisal of the use we make ol our time:
The identification of leaks in gur time and instamly sealing them up;

e The sifting ol our prioritics more clearly (rom the trivial:

. The gracieus acceptance of the onus for the strategic investment of our
Lrrwie;
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The allocation of proper and adegoate (fme oo particoln Gish and favong
them done withm the me allowed;

i The realveatron that our goal is pot o Ao rewe Boe bl 1o use the time
e wWiscly

Puor Time Management can result in —

I. Chaos 1n the work envirmmenl nd  oim pavpenization ol
organ sation s goul;

2 lnfltration i ouwr work prognmmme of lvpical ime wasters amd will
bring about the denigration of the job-holder™s personal and corporate
praveche.

Poor time planning and budgeting is the inability 1w deal with consiant pressures
lewands unproductive and wastell use of time. This can also resull when a task
reyuires, for minimuom elTectiveness, a fairly quantum of time, amd less than this
minimum is spent in one strefch with possible interreption:s.

Issues of Time Managemend

The principal 1ssues arising [rom time use include those related 1o the nature of the
july; the personality of the jobliolder and the people who make up the jobholder's
role-sel,

The Nafure of the Joh.

The nuature of the person’s job is basic lo the degree of control over lime that is
hoth desirable and necessary. A person whose job involves regular contact with
others 15 usually o victim of greater pressure from interruptions than the vne whose
work is of solitary nature. Similarly, a person whose job 15 undefined, who is
engaged with responsibilitics over and above his official position, is more likely to
stiffer from conlhicting prionities snd unpredictable oventls than someone whose job
15 defined, developed and specified; who is engaged within the boundaries ol his
official position. Tt is very important that we identily the prioritics on the job, whal
we inlemd 1o accomplish, the most imporfant activity on the job and what the job
linges on. Our identification of these will help us in determining how 1o aliocate
our time. “The nature of some jobs call for administrafive skills, and a sound
Enowledge of organisation procedures, ofhers demand social skills and sensitivity
o people’s needs, and yet others require technical and specialist knowledge and
the ability to apply ii” — (Cole  Management: Theury and Practice). Some jobs
require o combination of these. The excoutive needs to cxamine the processcs
associated with Tus jub und altempt to harmonize them with the available time for
thuse processcs.

Fape 96 of 102

L e———— e

e

"_,,:-
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I'he Personality of the Worker:

A person’s alality 10 efTerively utifize his ime depends 1o a preat cvienl on his
personality profile and his individual inclinmions. In other words, dillorcnees in
[?C'l'E-'UE]H] abributes and ﬁ1}-||:1_;_ can affecia ]'H'_'I‘.*'il:'IIE-S use ol toe on the _'il'-l'u

There are seine people who can only deal with one issue 2t b tune, wherncas
others can jugsle with several issucs simullaneously — that s being huasy 21l the
time. Those who can deal with one task at a lime are the sels that make the best use
ol thetr tune. This 1s becanse the routing aspects of (heir job arc always allocated 2
pre-determined quantum of time for their accomplishment. Each task has a specilic
amit of time alocated o i, Time is effectively planmed and grester resall i
achicved.

Untidiness, stress and. above all, failure are results ol planlessncss and
attemipts Lo juggle several tasks at the same lime. {Contral over time regquires sell-
discipline. It 15 only when we imbibe personal strengths and attemp! to rid off
weaknosses that we can relly use our time optumally on the job and ofT the joh.

The Work Contexi:
Several lactors consiitute a person’s work or job contexl. Some of these are:

1. The people he works with: These include the boss, subordinates and work
colleasucs. A hoss who interferes with the flow of work can be very
disrupting. A suborlinate who has the ability, imbative and dove o work
eifectively with minimum of supervision should be emabled to work om
personal tasks without undue interruption. Colleagues, especiully where the
relationship is very cordial, can be a major source of wasled Lune. For IMSLmnCe.
a colleazue who is less busy or who wants (o 1ake a shorl break from the job at
hand mav call into vour office and engage you 1 a long conversilion On iSsucs
that have no bearing on the orgamsalion.

7. The physical surroundings, which is the office environment: Tlhis may mir
or boost the exeaitive’s cfforls o use time cffectively. For example, 1 an
office is siluule very close o a busy airport, it will be difficult for the cxeculive
{o concentrate on any task imespective of the importance of such task.

3. The layoul of an office can affect a person’s use of time, for instances, 11 the
service department is located at the opposite end of the building, a great
amount of time can be wasted walking to and from the department.

4. The culiure of the organisation is another factor: An ergamzalion i
discourmpes informal contacts, that is, the use of office telephone for persoual
calls. visits 1o the cmployee during office hours and in the orgamsalion’s
premises, ore., will aclieve more fro the workers who now concentrate on the
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job at han ! and complete the same on schedule, than an oreanization where the
reverse 1= Die eose

1

The pature of the organisation is a strong factor that can influcnce an
employes s use of time: [ an orgamwsation s preli-onenied. output of 1ts
workforee 15 high and staff are rewarded for pod perfonmances and increasad
preductiyity; wlale in the civil serviee and majority of vovermument owned
establisheents (poarticularty in developing countries). most employees lack the
scnsc of commitment to their jobs. In such a sibodion, seiting of any larget
based on pood planning snd ttme frame for sccomplishment s usually
unpracticeble, To the employees, nothing 1s al stake. They receive therr pay as
arud when due wilhoul regard to the level of their output. Above all, their job 15
never thremtened by low or lack of productivity.

Essentials of the Manapement
1. Planning:

This 15 a major factor in lune managemenl. Planning comes afler forecasting or
conceptualizing. In other words, we need to know what 1o do before thinking of
liow ter do 1l Here, we are not considering planning from i1ts broad perspective as a
ool of management, but as it relates 1o time management. To have a clearcr view
of planning, m refation 1o time, we look al how il affects the Tole of the Chief
Exccutive, his subordinates  which include every stall in the orgamsation oiher
than casual workers or labourers, and finally, labourers.

ta) The Chief Executive Officer (Boss): Most Cluel Executive (lTicers in both
private and public enlerpriscs operate with time diary with hourly schedules.
Appoiniments miphl have carlicr on been ammanged and other activities
arranged in their order or priority. Time is thus allotted o each ol the activilics
and ellorts are made W follow the schedule as sincily as possible, There may,
however, be occasions when unschodulod 1ssues aml persons will surface, and
they nvay be s0 nnportant thatl they must have to be sitended (o promptly. This
15 ome of the major problems of schedubmg. The mterruption of the schedule
learls 1o procrastinalion or postponcment or reschoduling of the untreated
malter o anolher déle or time. No matter the importance of the unscheduled
1ssues which were attended to in prelerence to the scheduled issues, some hann
has been done, as 1t could even be some personalitivs whose (ime might have
boen wasled by the sudden change in the schedule.
Another impediment to elfective time management as it pertains 1o the Chiel
Execulive MTice 15 (he unlikely disposifion of callers on appointment to
appreciate the pressure on the officer’s time and be brief In their discussions. In
most cases callers or visilors do nol Timit her stay with the Chiel Excoulive
OMMicer  knowing that he also needs to attend to other people and matters. Vor
instance, il the C.E.Q. has planned (o spend only one hour in sllending (o
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visinrs, which number muay be ahout six (as the case may bed, 1t i nol unassl
fir the first caller o spend up to twenly or 1OTC muanutes. the remaning callers
iy do the same. that ey so, the iotal number of minutes spent by the
¢ 1.0 on attending 1o the six visilors will be 120 mumates o two hours, a5
opposel 1o the one hour allotied 1o attending 1o callers. The sty s spent
11 excess nught be for other issues needing his attention on thal very day. FHe
has ane oul of two oplions 1o éxercise, Filher thal he stays late e the office
aliendiny to the remaining matters o the mailers are rescheduled for anoiber
date andfor timd.
Ome other arcn where allotted] tme 5 avershol with impunity is al meelings.
Although, date and time may be scl fur the meeting, with possible closing time
indicatd] in some cases, such closing lime is rarely adbered to due 1o the
followimg:

) The meeting may never starl ait schedule.

i) Some issucs lake Jonger time 10 discuss than others: and issues not listed on
the asenda may come up for reatment under A OB, (any other business).

i} The closing time may extend to Twurs heyond the origmally scheduled timee.

For cffective management ol time, the Chiel Executive Oificer must:

i} Reduce imicrruptions to the bares! il :

i} Follow the daily schedule and avoid straving out of it adversely.

iii) Follow meeting schedule and il possible hold mectings late in the day;
iv) Dielegate those (funclions thil could be treated by another person.

-

(k) The Subordinates: All the activities in 2n organisalion require 1o be carmed oul,

with some degree of urgency, Wages and salarics are measured in relation o
job ontput, which 15 why movement register and otlher measures of checking
worlers” truancy are introduced. There are matters that must be treated 8 o

specilic time in the monih, such as:
i} Proparation of workers' salary.
ii) Preparation of monthly returms, where NCCesSary.
iii} Proparation of monthly statements of accoumts, ctc.

On the other hand, mectings might be held and the minufes nocded to be prepared
{imeously for implemeniation of decisions reached at the meeting, ete. To achieve
hetter resulis, it is necessary to sel a targel with time [rame for its sccomplishmendt.
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For sclf appraisal i relaton 1o effeciveness, ellicieney aml progductivins, L hiest
stepeis for the worker b record actual 1use he speist o accomplishing any 1

{c) The Labourer: This calezory ol worker is not usually regarded as a iogular
worker or slall bocause he 15 “hired” when thoere s need Tor Tom asd as <oon as
the need 15 satesied, he s ired”. e works on hourly basis and his pay 15 also
calculated por hour worked, Tt 15 mecessary 1o record the tnine (it takes fHinn to
carryout @ specific picce of manual work. This wall be 1o lhe benefit of the
establistiaent in determining the avgressle amounl of time spent 1o relation to
the cost of perlfomunyge soch a task over (imee.

2. Delegation:

This is an imporlant leadership ool, which helps the Cliel Execotive Othcer to
usc his time oplimally. Tt is “the process wherehy an individual transfers 1o some
olher individual the duly of carrying oul some pasticular action, and at the same
time, taking some particular decision”, (R.C. Appleby, "Modem Dusiness
Administration™). By delegating par ol s duty, a manager 15 sharing his
workload with a subordinate. Because of the nalure of the task [cing the Chel
Exccutive Oflicer, there is juslt nol epough time for himself” to do all that he 15
commiited to domg. The ooly way he can get to the importan! {hings 1s by pushing
over o olhers anylhing thal can be done by them. For mstance, the Chief
Executive, Officer can send a subordinale o represenl ham af a meeling or at
lunclons, ele. :

A Assertiveness

This is “the capacity fo cxpress our ideas, opimons, of feelings openly and divectly
without putting down others or owrselves” — (Tumes, 985 “Developing
[nternational Skills™). Assertive richts are based on the facl thal every adull 15 (he
ultimate judge of lus/her own behaviour. This implics one being personally liable
lor lis'her aclions.

The rght {0 say “no’ and (he nighi o relose 1o take responsibilities for
olhers” problemn are two nghts which are of particulsr relevance o bme
management. Some people find that (he fght o say ‘oo’ is difficult for them to
secepl becanse it is unco-operative and sclfish cven though the praciice of
assertivencss cmphasizes the importance of individuals® right to say "no” without
fecling bad aboul 1. When we say “no’, we are only rejecting the request or offer
and not the person. When considered in relalion 1o lme managerment, 11 s only
when we are able lo make vse of our pemsonal rights to say ‘no’, that we can avoid
certan mteruptions from others and thus create more space [or ourselves al work.
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Tink management 15 not only beneficial 10 managers ol all Tevels o managemen
anid 10 other cateanry of workers, but is also very imporiant in the practice of any
profussion.  Lowyers, Engineers, Meldical Doctors, Scorelaries, lLeclurers,
Accountanls, Tailors, etc. will find the prachce of time managemenl very
rewsiding. For the full realization of the wonderful benelits of ellective time
manavement, (e lollowing should be made to be part ol us:

1} Avoid uninceessary waste ol time, ovcasional confusions, chaos hlankness m
e head and stress, by planning your actvities in relation to tune and adhenng
sirctly to schedules.

2} Prioritize your activitics and always set a hme-lrame for accomplishing any
goal.

3) Allow your schedules to control your performance and not the other way
round.

4) Avoid temptations  such as stayving away [fom persons and places ihal
normally lake more of your time than yvou need Lo spend.

3 Awvoid unneccssary inferruplions. Always operate o tight schodule and leave
Intle or no room for irelevancios,

) Delegate some of the tasks that vou cannot perform due Lo alreidy congested

o

sechednles.
71 iy toattend o visilors/callers as scheduled.
8) Spend less fime with unscheduled visitors/callers

9} Provide time for resl or recreation.
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