
How to Teach Time Management
to Your Employees?
Effective time management skills are important in every field
and workplace around the world. It doesn’t matter which field
or  industry  you  belong  to,  without  having  effective  time
management skills, you won’t be considered a valuable member
of the workforce. To ensure that your team members are good
with time management, you need to teach them time management
skills so that your workforce can reach its full potential.

There are various ways by which you can teach time management
skills to your employees including some that we have discussed
below.

Provide  Training  on  Time  Management
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Techniques
Providing training to employees on various time management
techniques is necessary to help them learn various methods of
effective  time  management.  By  starting  with  training  on
various  time  management  techniques,  you  are  building  a
foundation  for  your  employees  and  providing  them  with
practical tools that can help them navigate their workday in a
better way.

Whether it is through online courses, workshops, or one-on-one
mentoring,  just  provide  training  to  employees  on  time
management techniques in the most feasible form. The benefit
of offering training to employees would be that they can make
their  timetables  and  schedules,  assign  time  blocks  for
specific tasks, find out when the prayer timings are in their
area, prioritize tasks based on their importance, and apply
these strategies in their daily routines.

Encourage Task Prioritization
One of the highly effective time management approaches is task
prioritization.  One  can  start  to  become  good  with  time
management if he or she starts prioritizing tasks based on
their importance and urgency. You can encourage and teach task
prioritization to your employees so that they can focus on the
things and tasks that actually matter to them and the company
instead of just staying busy with useless stuff.

Encourage and teach employees to start each day and each with
a clear plan allocate time to important tasks and get those
tasks done before moving on to smaller and less important
ones. 

Lead by Example
If you want to teach time management to your employees and
make them understand the importance of time management, then
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you have to model it yourself and lead by example. If you want
your employees to be punctual, follow deadlines, and be good
with time, then you need to model it yourself and show it to
them instead of asking them to do it.

If you are serious about teaching them time management, then
show  them  yourself  by  showing  up  to  the  office  on  time,
following  deadlines,  following  a  proper  schedule,  offering
prayers on time, starting and ending meetings on time, and
staying organized. If you don’t model it and show it to your
employees, then they won’t be serious about time management,
at all.

Talk  About  It  During  Meetings  or  Team
Training
Just like other skills, time management skills can also be
learned and refined little by little over time. Learning and
reinforcing time management skills over time can help your
employees to get better at it. Therefore, you can talk about
time management and its importance during company meetings or
team training. During these sessions, take a few minutes to
emphasize the importance of time management and how it can
help them in both their personal and professional life.

After this, you can ask each of your employees about how they
did, and where they face difficulties. This will allow you to
encourage and reinforce time management in them, which will
help them to eventually master time management skills.

Build a Culture That Reinforces Good Time
Management Behaviors
If you really want to build a workforce that has effective
time management skills and are able to navigate their workdays
without any issues then you need to build a culture that
reinforces good time management behaviors. One of the reasons
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why many changes don’t happen is that there doesn’t exist a
culture that reinforces that particular change or behavior.

You  need  to  build  a  culture  that  prioritizes  efficiency,
respects boundaries, celebrates productivity, and rewards good
time management behaviors. You can do this by demonstrating
good  time  management  yourself,  recognizing  individuals  who
demonstrate  exemplary  time  management  and  productivity,
creating a respectful meeting culture, encouraging employees
to end their workday on time and take necessary breaks, and
building an environment where employees can talk about their
workload challenges and time management issues comfortably.


