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UNITS AND TOPICS OVERVIEW

UNIT 1: TIME MANAGEMENT 
IN OUR LIFE

UNIT 2: TIME MANAGEMENT 
AND YOUR GOALS

UNIT 3 SCHEDULING AND 
ORGANIZATIONT

UNIT 4 PERSONAL AND EXTERNAL 
FACTORS INFLUENCING THE TIME 
MANAGEMENT

• BEFORE STARTING, LET’S 
TEST OUR TIME 
MANAGEMENT

• What is time management 
and why to use it

• How has time management 
been perceived over time

• Real situation mapping: 
basic time management 
areas in 4th generation time 
management

• Activity: mapping how you 
allocate your time to various 
areas in your life

• Why, what and how (can be 
managed in time)

• Activity: your whys
• What: think about your goals
• Activity: set SMART goals
• Activity: make your list of 

tasks and activities

• Scheduling, time 
ORGANIZATION and priorities

• Scheduling and priorities, 
Eisenhower’s principle

• ABC analysis and the “starting 
with the most difficult or the 
easiest” Method 

• Pareto Principle
• Check-up questions – priorities 

setting
• Activity: your tasks and their 

priorities

• Time-wasters, time wasting reasons and 
how to cope with them

• Activity: draft a list of time-wasters and 
come up with ideas to prevent or cope 
with them

• Personal rhythm and performance peaks
• Test: are you an early-morning bird or a 

night owl? 
• Stress situations, work and time 

management
• Mental hygiene practices to prevent 

stress and time management
• BEFORE ENDING UP: DRAFT YOUR 

PERSONALIZED weekly schedule



LEARNING OBJECTIVES

• The course looks at work-related, personal and social competencies in the field of time management. It provides basic theory overview in the field as 
well as a set of practical instructions and exercises for efficient time management. The main learning objectives are:

• to learn what the term “time management“ means and will be able to implement it in their lives. 

• to define and set their goals and how to formulate these correctly. 

• to analyze their goals and make a list of their goals and activities to fulfill them. 

• to discover different methodologies and principles for scheduling and prioritizing the time. 

• to be able to use priority-based scheduling in practice. 

• to understand personal and external factors with impact on time management.

• to identify the time-wasters and test the personal rhythm. 

• To understand the reason and consequence of stress and its impact on time management and to master how to prevent it our own scheduling. 



PRE - TEST

1. What is 1st Generation time management?

a. The latest application you can download on your mobile to help you to manage your time.

b. Tasks recorded to lists (to-do lists, checklists), simple to control, no priorities, and deadlines.

c. A certified methodology to control the time process management. 

1. Basic time management areas in 4th Generation time management are: 

a. Family, Work, Friends, Leisure time.

b. Work, Free time.

c. Health, Money, Happiness.

1. Understanding my WHY, WHAT and HOW in life can help me:

a. To understand and manage my motives, goal, and tasks. 

b. To avoid problems at my workplace. 

c. To be able to take responsibility for other people. 

    



BEFORE STARTING: TEST YOUR TIME MANAGEMENT
For many of us, time tends to be scaring. While there are numerous opportunities to spend your free time, we are burdened with various tasks, instructions as well as 
endless stimuli, information, data and messages coming from various sources. It might seem difficult to control it all despite all the help provided to save our time. Go 
through the test below to find out how good time managers you are. Please, match the relevant number with each statement depending on to what extent you 
approve with its contents (1 stands for “never” while 4 stands for “always”).

1- never 2 - sometimes 3 - often 4 - always

1. I perform better when under pressure.

2. I always feel short of time, both at home and at work. 

3. I feel bad when I take some time off. Even during holiday. 

4. I am always in a hurry, among people, places and events.

5. I have difficulties to concentrate. I am thinking about other things even when working.

6. I find it hard to get round to scheduling my day / week.

7. Work is what I am the most interested in. 

8. I feel uncomfortable when I am in delay.

9. I have my lunch and/or other meals while working. 

10. I split my time among many things at a time. 

11. I wish I could spend more time with my family.

12. I am doing everything fast: walking, speaking, eating and driving. 

13. I am reluctant to delegate things, I prefer doing everything on my own.

14. I find it hard to slow down, relax and think everything through.

TOTAL SCORE:



RESULTS OF THE TIME MANAGEMENT TEST

14 - 25 You seem to be using your time as well as you can and have good scheduling skills. You can move forward and make use of methods that can 
be applied both at work and at home. Make use of your skills and try to improve your “work-life balance”. Daily time management is one thing, how about 
looking at long-term goals as regards your leisure time, health and well-being? Do you find sufficient time for relaxation and reflection? How about making a 
list of future projects you can start working on today?

26 - 38 You see the importance of scheduling and being well organized to be efficient in time management. To perform better, you should try setting 
your own pace and respecting it. You will feel less need to get back to your tasks, adapt and modify them. 

39 - 56 Try slowing down, relax more and reflect. Start your own time management by reserving some time for yourself. Perhaps you should learn how 
to say positive-toned NO to requirements of other people. Keeping time for yourself will benefit you as much as drafting your to-do list. Start doing your time-
management routine already now, you will see big improvements in your health, well-being and finally you will get much more of the way you spend your 
time. 



UNIT 1: TIME MANAGEMENT IN OUR LIFE

• What is time management and why to use it

• How has time management been perceived over time

• Real situaction mapping: basic time management areas in 4th generation time management

• Activity: mapping how you allocate your time to various areas in your life



WHAT IS TIME MANAGEMENT AND HOW SHOULD WE USE IT

Time management literally means the way we manage our time. Nevertheless, at present, the term of time management has been widely used in the 
area of personal development and in fact, besides managing your time, it implies managing your approach to yourself, to your family, friends, work and 
leisure activities performed during  that time. 

In fact, time management helps us organize our time in an efficient way through a series of recommendations, procedures, tools and techniques. Some of 
these will be introduced later in the training. 

https://www.canstockphoto.com/word-cloud-time-management-
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WHAT IS TIME MANAGEMENT AND HOW SHOULD WE USE IT

Time management is a necessary skill of anyone coming from an “entity-governed sector” 
where others make decision on their behalf to the sector where we become the decision-
makers. 

Using time management tools efficiently can help us manage our lives in long-term perspectives and 
realize that it is only our decisions that guide our actions. In self management terms it means taking 
over the responsibility for any event or action. 

People not knowing why they are doing something have no reason to search for ways leading 
to success; furthermore, own vision and ambitions are also of great importance as well as 
understanding why a certain activity is performed. This programme will help you draft your 
future plans, tasks to be carried out to achieve them and, furthermore, it will provide you with 
simple tips to manage it in as efficient way as possible. 
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HOW HAS TIME MANAGEMENT BEEN PERCEIVED OVER TIME

In Western world, time has always been perceived as an important commodity. Increasing 
industrializations has been putting more and more demands on our efficiency and making the most 
of our time. Gradually, other requirements have emerged concerning better organization and quality 
of our private lives, and time management ceased to be a purely logical discipline, highlighting also 
emotions, values and priorities. Time management can be broken down into 4 generations. 

1st Generation Time Management
Work tasks are recorded in so-called To-Do list (simple notepad). The 
advantage is its simple control, while its disadvantage is absence of noting 
down priorities and deadlines. Once completed, the task was simply marked 
or crossed out. 
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HOW HAS TIME MANAGEMENT BEEN PERCEIVED OVER TIME

2nd Generation Time Management
Work scheduling using simple calendars or diaries. Tasks noted are completed with 
deadlines and goals are fixed. As a result, the agenda was clear and it was easy to 
navigate through the daily plans. 

3rd Generation Time Management
Work scheduling involves assigning values or priorities to individual tasks. The 3rd 
generation system is able to identify high-priority tasks and put them in the foreground. 
Every preparation needs good scheduling. 

4th Generation Time Management
It is a tool for long-term life management rather than traditional time management, developed 
by streamlining all the previous tools. It is completed to include also life goals, missions and 
wishes of their users, helping them identify what is important in their lives and prioritizing 
everything accordingly, including time scheduling. 
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DEVELOPMENT OF TIME MANAGEMENT PERCEPTION

1st generation TM – tasks 
recorded to lists (to-do lists, 

checklists): simple to control, 
no priorities and deadlines.

2nd generation TM – simple 
calendars, diaries: deadlines 
and goals can be recorded.

3rd generation TM – system 
extended to include priorities 

and values. 

4th generation TM – long-
term management system, 

extended to include life-goals. 
The logical part is completed 

with the emotional part.  



REAL-SITUATION MAPPING: BASIC TIME MANAGEMENT AREAS IN 
4TH GENERATION TIME MANAGEMENT

FAMILY
• Wife / spouse
• Children
• Parents
• Other relatives
• Leisure time
• Care for your time

HOBBIES / LEISURE TIME 
ACTIVITIES
• Relax 
• Sport
• Reading 
• Charity
• Church-going

FRIENDS
• Good friends being no threat 

for me
• Friends willing to help me on 

my way and to whom I am 
ready to help as well

WORK
• Employment
• Self-employed
• Career start, maintenance, 

development
• Money earning
• Self-fulfilment



ACTIVITY: MAPPING HOW YOU ALLOCATE YOUR TIME TO VARIOUS AREAS IN YOUR LIFE

Before moving on to another part of the training, fill in your boxes that should map your current situation how you allocate your time, to whom and which 
activities. You can use the questions below to guide you: 

• Who is my family and what activities are we doing together?

• What are my personal hobbies and how do I spend my leisure time?

• Who are my friends and how do we spend time together?

• What job do I perform (or at which stage of my career am I right now)? 

MY HOBBIES AND LEISURE ACTIVITIES MY FAMILY

MY JOB AND CAREER MY FRIENDS



UNIT 2: TIME MANAGEMENT AND YOUR GOALS

• Why, what and how (can be managed in time)

• Activity: your whys

• What: think about your goals

• Activity: set your own smart goals

• Activity: make your own list of tasks and activities



WHY, WHAT AND HOW (CAN BE MANAGED IN TIME)

WHY

HOW
WHAT

TIME

.  

WHY stands for our MOTIVES. These are the driving force and energy for our actions 
(being based on our values, mission and visions) and we use them to shape our goals. 

WHAT and HOW stand for our long-term GOALS And a list of TASKS AND 
ACTIVITIES necessary to achieve our long-term goals.

Before moving on to the following part of the training, note down your answers to 
the following questions: 

• Why are my activities meaningful (what is my vision for future)?

• What do I want to achieve in my life in various areas of my life (career, family, friends 
and leisure time activities)?

• What steps do I have to do and can do to achieve my dreams? 

Obviously, it is not easy to find answers to these questions. Therefore, let’s look at all the 
areas closer in the following chapters. 



ACTIVITY: YOUR WHYs

As it has been already mentioned, time management can only be successful if you know why, what and how you are going to do.

Let’s think about the WHYs, i.e. our motives that drive our activities and life-style. Answer the questions below and note down your answers: 

Now let’s move on to the second part of your work. Try thinking about a real-life event or experience when searching for your answers to the following questions. 
Take your time, do not hurry. Feel free to get back to this part any time you wish. Note down your answers. 

If you have thought carefully about the questions, you will be able, with the help of your notes, to draft your WHYs in the following form:

I WANT TO (in my family, at work, in my hobbies, with my friends)……………………………………, BECAUSE MY ACTIVITIES WILL HAVE THE 
FOLLOWING IMPACTS……………………………………………………………………………………………………………………………………….

• When were you most proud of yourself? 
• What do you take as your biggest achievement in your career?
• What is behind your satisfaction with family relations?
• Which friendships have helped you on your way to happy and productive life?
• When did you feel happy about your leisure time spent in a productive way?

• How would your life look like if everything were as you wanted?
• What makes this idea appealing for you?



WHAT: THINK ABOUT YOUR GOALS

We need to know what we want to achieve to be able to find our way. As Seneca put it: “If one does not know to which port one is sailing, no wind is 
favorable”.

Our goals set our direction and strategy to our acts and they are achieved through individual tasks and steps.

We should realize that already the point of setting our goals is a proactive way to gain control over our lives. Good goals imply many criteria, two of them being 
of highest importance: 

⮚ the goals are measurable (we know exactly success indicators – time, amount, number,…).

⮚ the goals are achievable (we should be capable of reaching them).

Smart goals should respond to the following questions: 

• WHAT exactly do you want to achieve? 

• HOW do you want to achieve it? 

• WHEN do you want to achieve it? 

• WHY do you want to achieve it? 

• Do we have CONDITIONS favorable to achieve it?

The following text will help you set your goals:



GOALS SETTING USING SMART METHODOLOGY

SMART is an acronym used in coaching (as well as in project management, etc.) for goals setting. 

It is a way to evaluate the quality of goals (in terms of personal development or project) set within a certain plan. Furthermore, this term is also used for 
performance management with goals being parameters to be fulfilled.

Goals set should be ambitious and challenging, however not unreachable. Perhaps we should start by setting minor, easily achievable goals, and their 
achievement will boost our self confidence. 

Let’s look at the letters standing for SMART acronym: 

• S (Specific) The more specific definition of the goal, the easier way to its achievement. 

• M (Measurable) Otherwise it will not be possible to assess if we are heading towards them, and they cannot be controlled. Measuring means 
assessment to what extent the goal has been reached. Measuring parameters shall be measured in an exact way (dimensions, weight, amount, 
qualities, etc.).

• A (Attainable) The goal has to be yours, internally assigned and accepted by you. Should your goals be assigned by another person, they could not be 
internally accepted and you would always find something “more interesting” to do.

• R (Realistic) Each goal has to be realistic. It should be achievable in specific timeframe using relevant tools, knowledge and resources. 

• T (Time-Related) Should the goal not have a clear time frame, it resembles a vision. With a deadline set, the goal becomes binding. 



ACTIVITY: SET YOUR OWN SMART TARGETS

Your task is to note down at least three goals that will help you achieve your WHY. Use the SMART methodology. For more complex goals, use SMART 
methodology also to break the goal down into individual steps and activities needed to achieve the goal. 

Should you still feel unsure how to do it, ask yourself the following questions:

∙ What do I have to do, change or omit to achieve my goals?

∙ Are there preconditions (knowledge, skills, resources) to achieve it? 

∙ Will I be able to reach the goal myself or will I need external help?

∙ What is the timeframe for achieving it?

∙ How will I find out my achievement? How can I measure the goal? 

EXAMPLES: 

GOAL No. 1 I will find a new job as main employment in my hometown by 10 October of this year.  

• Activity No. 1 in the following week: on Monday I shall call to the Employment Authority and fix a meeting there with the aim of finding a job. 

• Activity No. 2 in the following week: starting from Monday, I will be looking at advertisements in xx newspapers and on the Internet at the xxx website. 

• Activity No. 3 in the following week: on Tuesday I will find out possibilities of Criminal Records Register in xx Non-Profit Organization. 

GOAL No. 2 This week, I will practice yoga every day after I wake up for 30 minutes. 

• Activity No. 1 in the following week: on Monday I will buy a yoga mat. 

GOAL No. 3 Every day I will spend at least one hour with my son reading.



ACTIVITY: MAKE YOUR LIST OF TASKS AND ACTIVITIES

MY GOAL  (using SMART) WHICH TASKS / ACTIVITIES I MUST PERFORM TO ACHIEVE IT



UNIT 3: SCHEDULING AND ORGANIZATION

• Scheduling and organization of time and priorities

• Scheduling and priorities – eisenhower’s principle

• ABC analysis and “the most difficult or the easiest as first”

• Pareto principle

• Check-up questions – priorities setting

• Activity: your tasks and their priorities



SCHEDULING AND ORGANIZATION OF TIME AND PRIORITIES

In the very beginning we mentioned that the new perspective taken in the 4th Generation Time Management looks at life philosophy and management 
instead of traditional management of time. In fact, it consists of 3rd Generation Time Management (tasks, deadlines, priorities) and is extended by a part 
mapping user’s life and long-term goals, their mission and wishes.

4th Generation Time Management tools help their users determine what is really important in their lives, i.e. to define objectives and tasks to achieve the 
goals. Standard time unit used is one week. Therefore, schedules are in weekly cycles and are made before each week. Longer time enables 
reflection of real-life values and long-term goals prioritized. 

To be able to use any time management techniques and methodologies, it is absolutely essential to make a personalized list of tasks and 
activities to be used later on in your scheduling activities. This is what you have made in the previous chapter.  

Tasks and activities are divided based on two criteria, i.e. importance and urgency.

D. Eisenhower, former US president, used to say: “Important problems hardly tend to be urgent and urgent problems tend not to be important.“ The 
following chapter will look at how to schedule priorities, i.e. what key to use when setting order to perform our tasks. 



ORGANIZATION AND PRIORITIES – EISENHOWER PRINCIPLE

To be efficient in scheduling, we can use so-called Eisenhower Principle which combines both criteria, i.e. importance and urgency. 
While scheduling, we analyze our tasks (activities) and place them in quadrants using the criteria set. Set aside enough time for this exercise. 
The rule for each priority setting is that if there is an A-task not fulfilled on your list, you should not start performing B-task, and if there are still 
some B-tasks not fulfilled, do not move to C quadrant. This will ensure you will work from high-priority tasks till low-priority ones. However, in 
practice you might sometimes have to break this sequence, for example when you have been waiting for information necessary to perform an 
A-task.

B: IMPORTANT BUT NOT URGENT
It includes e.g. relationships building, long-term scheduling and explanation of 

priorities. If we fail to do these tasks, they will gradually become urgent and 
move to A quadrant. Consequently, you will be in a vicious circle of never-

ending fire extinguishing.

A: IMPORTANT AND URGENT
Such tasks require immediate attention and they are important for your 

goals achievement. 
Usually these may be crises and things that cannot be postponed due 

to external impacts. 

D: NOT IMPORTANT AND NOT URGENT
Disturbance, some phone-calls, emails, meetings and popular activities. 

C: URGENT BUT NOT IMPORTANT
In a week you will collect a large number of such tasks; however, do 

not solve them as a priority just because of their urgent nature. 
Generally, these tend to be simple things, some emails and phone calls 

and quite often just a waste of time.

Im
po

rt
an

ce

Urgency



ABC ANALYSIS and the “Starting with the most difficult or the easiest” METHOD

There are several other options available to help you be more efficient in scheduling your activities. 

ABC Analysis is one them, used for classifying the tasks into groups depending on their urgency and importance. The groups are marked with letters A, B 
and C. Consequently, the tasks are marked based on the criteria stated below with the letters and performed in a set order. 

• A – Tasks perceived as urgent and important.

• B – Tasks that are not urgent but they are important. 

• C – Tasks that are neither urgent nor important.

Even here you have to follow the rule that if there is an A-task not fulfilled, you should not start performing a B-task, and if there are some B-tasks left not 
fulfilled, do not move to any C-task. 

This will ensure you follow your priorities and move from the highest priority to the lowest one. However, in practice you might sometimes have to break 
this sequence, for example when you have been waiting for information necessary to perform an A-task. 

The “Starting with the most difficult or the easiest” Method recommends solving the most challenging tasks at first. The most challenging tasks will be 
performed as soon as possible (at the beginning of the week, after we have come to work); indeed the authors of this method believe that if there is 
nothing more complicated left for the rest of the week/day, we will be more motivated to perform the activities. Another option is to start from the easiest 
task, following J. A. Komenský’s principle “proceeding from the easier to the more complicated”. The order to fulfil our tasks can be set depending on our 
attitudes and preferences.



PARETO PRINCIPLE

While setting priorities and scheduling, we should also consider so-called Pareto principle. 

Using 80/20 figures, the Pareto principle states the fact of time management inequality and efficiency. It shows that 80% of effects is achieved through 
20% of effort. 

Therefore, should we not put our effort in a large number of useless activities but rather put it in few important actions, we would achieve 
much better results.

From time-management perspective, Pareto principle concerns identifying key tasks and activities with the highest effect and only then priorities can be 
fixed, if necessary. 

In other words, the Pareto principle imposes that activities bringing no profit and not helping to achieve our goals shall be minimised. 

Examples: 
• 20% of phone calls will solve 80% of my work-related issues
• 20% of my friends make up for 80% of my support network
• 20% of time, i.e. during a meeting, will have an impact on 80% of final resolution
• 20% of sponsors will donate 80% of gifts



CHECK-UP QUESTIONS – PRIORITIES SETTING

• What is the optimal time frame for scheduling? 

• Time frame for scheduling individual tasks (priorities setting) is influenced by two criteria, i.e. ………………… and …………………… .

• What methods can be used for prioritizing your tasks?



ACTIVITY: YOUR TASKS AND THEIR PRIORITIES

B 
NOT URGENT BUT IMPORTANT

A  
IMPORTANT AND URGENT

D 
NOT IMPORTANT AND NOT URGENT

C 
URGENT BUT NOT IMPORTANT

In the previous chapters you noted 
down your goals and a list of tasks 
and activities to be performed to 
achieve the goals. 

Try sorting the items from your list 
into the quadrants to get the order in 
which these should be fulfilled. 



UNIT 4: PERSONAL AND EXTERNAL FACTORS INFLUENCING THE TIME 
MANAGEMENT

• Factors influencing our time management
• Time-wasters, time-wasting reasons and how to cope with them
• Practical exercice: draft a list of time-wasters and come up with ideas to prevent or cope with them
• Personal rhythm and performance peaks
• Morning and night types: test yourself to find out which type you are
• Stress situations, work and time management
• Mental hygiene practices to prevent stress and time management



FACTORS INFLUENCING OUR TIME MANAGEMENT

Sometimes we are not able to manage our time, we feel under pressure and in stress. There is a wide range of factors preventing us from fulfilling our 
goals as we would wish, one of them being so-called “time-wasters”. 

Time-wasters include for example our incapacity to make schedules and set priorities, inability to meet the deadlines and/or inability to say “No” to 
requirements placed by other people, lack of system in performing our activities (doing more things at a time), the sense of indispensability, too much 
attention paid to a single activity, lack of discipline. 

Other time-wasters include external factors we fail to eliminate (or ignore), such as noise, phone calls, attendance at inefficient meetings, etc. 

The chart below provides some tips how to fight against your time-wasters

https://www.shutterstock.com/cs/ima
ge-photo/alarm-clock-wastepaper-
concept-time-waste-384301372



REASONS FOR TIME-WASTING AND HOW TO PREVENT THEM

TIME-WASTERS SOLUTION

No schedule Keep in mind that scheduling means losing time today to save it for tomorrow.

Unclear priorities Think about your goals and set your priorities. 

Too many commitments Learn to say “No”.

Become your own priority.
One-off work Do more scheduling.

Improve time allocation for each activity. 

Simplify your approach to information and information sharing.
Haste Better to reserve more time for completing the task than being asked to rework it.

Concentrate on important things.

Imrpove your scheduling, try to reevaluate and, if necessary, adapt your daily regime.

Delegate things.
Documents and lecture Learn to  “browse through the text”.

If necessary, delegate what has to be read.

Apply the Pareto principle.
Not important tasks Delegate or eliminate these.

Concentrate on your goals.
Visits Accept visitors only upon prior arrangement.

B  “ ti ”  d   ti



ACTIVITY: DRAFT A LIST OF YOUR “TIME-WASTERS”

Each of us has a favourite list of disturbances and obstacles preventing us to stick to the schedule, yer it is important to give them a name. We can 
control only the things we understand. Note them down in the table below and try to come up with ideas to prevent or cope with them. 

MY TIME-WASTERS HOW TO PREVENT OR COPE WITH THEM



PERSONAL RHYTHM AND PERFORMANCE PEAKS

Respect your performance peaks and slowdowns. Personal performance curve is a factor to be necessarily taken into account when scheduling your work. 

Our performance tends to fluctuate during the day which is seen on the amount and quality of the work performed as well as on the amount of energy used for the 
work. 

Ignoring our performance curve will result in decreased concentration, lower performance, tiredness, headache as well as so-called “empty head” when you are not 
able to come up with a single idea or thought.

Both our physical and mental performance is influenced by our PERSONAL RHYTHM. 

Performance peaks and slowdowns are highly individualized. Larks and owls in terms of daily performance level have become universal terms and they can be 
described in a few words. You can easily categorize yourself into one of these two groups. 

Obviously, the “personal“ type can be changed, altered through training but you will get in conflict with your natural self and have to use a lot of energy to do it. 

Children might experience changes for example during holidays and adults during their vacation or longer sickness leave when our daily routines change.



TYPICAL FEATURES OF “EARLY BIRDS” AND “NIGHT OWLS” TYPES

NIGHT OWLS

• They go to bed very late, often after midnight

• They get up late in the morning

• After waking up they need quite a long time to be able to start doing 
something

• They are able to perform only after approx. 10 a.m.

• They tend to achieve their peak performance and concentration in 
the afternoon

• They are able to work until late night

• They like working at night when not disturbed by anyone and they 
can concentrate on their thoughts

EARLY BIRDS

∙ They go to bed early

∙ They get up early in the morning

∙ As soon as they get up, they are immediately active and do 
not need any time to “wake up”

∙ They are able to fully concentrate since the very morning

∙ They prefer working in the morning

∙ In the afternoon they start feeling tired

∙ In the evening they are not able to work and cannot 
concentrate

Obviously, you know yourself better than anyone else. To which group do you think you belong? Are you more active in the morning or in the 
evening and even at night? Do the test in the following chapter to confirm your assumption. 



TEST: ARE YOU AN EARLY BIRD OR A NIGHT OWL?

1. What time would you get up if you could schedule your daily routine?
a) 6 a.m. - 7 a.m. 1 point
b) 7 a.m. - 8 a.m. 2 points
c) 8 a.m. - 9 a.m. 3 points
d) later 4 points

2. What time would you go to bed if you could schedule your evening?
a) 8 p.m. - 10 p.m. 1 point
b) 10 p.m. - 11 p.m. 2 points
c) 11 p.m. - 12 p.m. 3 points
d) later 4 points

3. Do you feel like eating as soon as you wake up ( even if you get up early)?
a) definitely yes 1 point
b) rather yes 2 points
c) rather no 3 points
d) definitely no 4 points

4. If you have to get up at a specific hour, do you need an alarm clock 
to wake up?

a) definitely yes 1 point
b) rather yes 2 points
c) rather no 3 points
d) definitely no 4 points

5. How active are you during the first 30 minutes after you have woken up?
a) very active 1 point
b) quite active after a few minutes 2 points
c) a bit sleepy 3 points
d) er  sleep  4 points



STRESS SITUATIONS, WORK AND TIME MANAGEMENT

Stress is an organism’s response to a situation when we have to constantly adapt to a changing environment. It influences us both physically and 
psychologically and it can result in positive or negative feelings. Short-term productive stress, i.e. eustress can incentivize us to perform 
better and concentrate more on the activity on a short-term basis.

On the other had, negative or long-term stress results in distraction, decreased concentration capacity, sleeping disorders, psychosomatic responses, 
irrational behaviour and/or higher level of aggression.

The most frequent stressors having impact on and decreasing our performance are, among others: physical (sharp light, excessive noise, low/high 
temperature), psychological (deadlines for tasks, exams or tests, age and generation gap, unfulfilled expectations), social (personal relations, 
workplace conflicts, disappointment, lifestyle – lack of sleep, smoking, alcohol abuse), traumatic (birth of a child, death, marriage, divorce, new job).

How to prevent stress at your work

Our experience from trainings and company (business) counselling clearly demonstrates that excessive stress at work is connected to poor scheduling 
and lack of discipline. People skilled at scheduling are more able to prevent stress. Therefore, schedule your activities in a way you know in 
advance how your working day will look like. This inner feeling of assurance helps overcoming many obstacles that tend to occur every now 
and again during your working day.

Lack of scheduling makes you lose lot of time to remove any mistakes or failures. Furthermore, you will be busy being angry with yourselves. Invest 
your time in a better way!



MENTAL HYGIENIC PRACTICES TO PREVENT STRESS

While we might never completely get rid of all the stress situations in our lives, we can learn to prevent them and eliminate their impact on us. The activities 
outlined below help us find balance on a long-term basis. 

• Respect your mind: realize you are under pressure and feel free to take reasonable breaks and relaxation. 

• Breathe: practice slow and free breathing into your belly.

• Sleep: high-quality sleep will recharge your batteries (both mental and physical). If you feel tired, your thinking risks to lack reasonability.
•
• Eat well: have balanced and nutritional lifestyle. Limit tobacco, caffein and sugar consumption. Reduce medication not prescribed by your physician.
•
• Practice sport activities: respect yourself and dedicate optimally at least 30 minutes per day to exercising. Physical activity is key to reduce and prevent stress 

impacts and helps you absorb excessive energy. In the periods of higher stress find time for your favourite activity. 

• Relax: learn to find time for yourself. Use this time for your favourite activities or just relax with your eyes closed.

PRACTICAL EXERCISE: Imagine the course of the following week. Is there an event or activity that makes you feel in stress just when you think about it? In hard times 
when everything goes wrong, events start to “control” our time. Improvisation and nervousness will not make us feel any calmer and not help us arrange it in an efficient 
way. Stay calm and analyze the situation from distance. Is it really only me who have to do the activity right now? 

• If possible, try breaking down the activity in several small steps. Schedule the steps carefully. 
• Try to find a person who could help you or to whom you could delegate it. 
• Be open to yourself and decide if postponing the task to the following week will deviate you from your long-term schedule. Be careful about procrastination!
• Go through the stress-preventing steps described above once more. Do you manage to observe them? If not, remedy it. 



POST - TEST

1. What is 1st Generation time management?

a. The latest application you can download on your mobile to help you to manage your time.

b. Tasks recorded to lists (to-do lists, checklists), simple to control, no priorities, and deadlines.

c. A certified methodology to control the time process management. 

1. Basic time management areas in 4th Generation time management are: 

a. Family, Work, Friends, Leisure time.

b. Work, Free time.

c. Health, Money, Happiness.

1. Understanding my WHY, WHAT and HOW in life can help me:

a. To understand and manage my motives, goal, and tasks. 

b. To avoid problems at my workplace. 

c. To be able to take responsibility for other people. 

    



BEFORE ENDING UP: DRAFT YOUR PERSONALIZED WEEKLY SCHEDULE

Use the “Weekly Schedule” form in the chapter below to note down a list of all goals (tasks and activities) that have to be completed in the relevant week. 

Prioritize them. 

Use your own discretion (priorities) to schedule the tasks and activities for specific days. 

Practical tips: 
• Think about the time you will need to perform each task. Only when scheduling repeatedly we can get the basic idea about time allocation. 
• Leave some extra time. You cannot schedule everything, you have to consider emergency situations that can take up to 30% of your time. 
• Consider if some activities cannot be assigned to another person. 
• Cross out the tasks and activities completed.
• Feel free to update your weekly schedule depending on current situation (i.e. you can start with B-activities because A-activities cannot be 

performed for objective reasons). 



WEEKLY SCHEDULE FOR THE PERIOD: 

TASKS AND ACTIVITIES FOR THIS WEEK: PRIORITIES

MONDAY TUESDAY WEDNESDAY THURSADAY FRIDAY SATURDAY SUNDAY

5:30
6:00
6:30
7:00
7:30
8:00
8:30
9:00
9:30
10:00
10:30
11:00
11:30
12:00
12:30
13:00
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