
TIME MANAGEMENT



By Time Management, we mean
minimizing the expenditure of
time to complete a task without
reducing the quality of work
and achieving a balance in the
use of work, rest and leisure
time to achieve maximum
satisfaction.



MAIN PRINCIPLES OF TIME 
MANAGEMENT

• Recognizing the importance of balance
between work, rest and leisure time.

• Consideration of the needs of each family
member while making plan.

• Considering time cost for various activities in
the plan.

• Minimizing time cost of domestic activities.



STEPS IN MAKING TIME 
PLANS

▪ Making the time plan

▪ Controlling the time plan

▪ Evaluating the time plan



1. MAKING THE TIME PLAN.
Series of steps are required to 

make a efficient time plan

1. List the tasks on the basis of priorities.

2. Note the estimated time required to complete a
task and the time when it is to be carried out.

3. Bring a balance between total time needed and
total time available.

4. Establish the sequence of activities keeping in
mind the peak loads.

5. There should be no meshing-up with other
member’s plan.

6. Try to keep time plan flexible.



2.CONTROLLING THE TIME PLAN.

▪ Time plan is only useful if it is workable when
implemented.

▪ It can be considered successful if it works in both
normal as well as in emergency conditions.

▪ The necessary element for controlling a time
plan is , a home-maker’s skill of managing
interruptions.

▪ Emergencies come even to best managers but
they get used to it time to time.

▪ One’s own faults help to improve and make a
well controlled time plan.



3. EVALUATING TIME PLANS.

▪ From the very beginning, time plans are 
evaluated and reviewed on the basis of their 
results.

▪ When the plan is being implemented, there is 
constant evaluation of the things that whether 
they are going right or not.

▪ At the end of the day’s work the plan is evaluated 
to find out-

* Whether the plan was workable?

* Did it satisfy the needs of the family?

* is there any required improvement in the plan?



TOOLS IN TIME MANAGEMENT

▪ Work efficiency can be increased if certain
concepts in time management are clearly
understood. These are known as Time
Management Tools.

THESE  CONCEPTS ARE-

1. Realizing the peak load periods.

2. Understanding the work production
curves.

3. Importance of rest periods in the time
plan.



PEAK LOAD PERIODS
▪ There are certain periods of the day, weak month or

season when work and activities tend to pile up.
Such periods are known as “ peak load periods”.

▪ Mostly, working woman face the period of peak load
in the morning when children have to get ready for
the school and she herself have to go out for job.

▪ Weekly peak load- Cleaning doors, windows,
bathrooms, etc.

▪ Monthly peak load- Cleaning of house, polishing
metal articles, etc

▪ Seasonal peak load- Washing and storing the clothes
of the going season, preservation of food items,
washing the curtains, etc.



MEASURES TO AVOID PEAK LOAD PERIODS

▪ Tasks should be completed regularly to avoid last minute
rush.

▪ Routine work and activities should be distributed among
the family members.

▪ Special and seasonal tasks should be planed for vacations.

▪ Time consuming work should be planned at a specific time.

▪ The work should be distributed in a way that the demands
on the time and energy are almost same each day.

▪ Overloading of work should be avoided.

▪ Comfortable margins should be there in the time assigned
to each activity.

▪ Long range planning should be done.



WORK PRODUCTION CURVES

▪ The curve explains that the person is slow at the
start of the work and then rises to a period of
steady high production, after which the rate of

productivity declines.



▪ The first part of the curve i.e., a-b is the warming up period.
The capacity to work increases gradually till it reaches the
point b where the work capacity is maximum and output is
high.

▪ The second part i.e., b-c is known as the plateau. The high
work capacity remains at this level for sometime this period is
during early morning hours.

▪ After the plateau, the work curve shows declining production
when the work capacity decreases and output falls off.

▪ A break or short rest period at the moon time after the lunch
again energizes the body as the waste products causing
fatigue are removed.

▪ The second plateau i.e., e-f is formed after the rest period and
it is not high as the first one.

▪ At the end of the day there is the great fall in the plateau i.e.,
f-g expressing greater amount of fatigue.



REST PERIODS
▪ Necessary to improve work output.

▪ Small breaks known as “Tea breaks” are given
in this time

▪ Rest periods during the day work helps in
reducing the fatigue, improves work
efficiency as well.

▪ Length of the rest period depends on how
much fatigued the home- maker is ?

▪ Generally they are in the morning and
afternoon.



WAYS TO PROVIDE REST AND 
RELAXATION

▪ By alternating the type of work

▪ Changing the posture.

▪ Body needs to be activated to avoid 
mental tension.

▪ Light activities should be carried out 
like listening music, watching T.V etc.


