Managing Time Effectively BUS 520 Organizational Behavior Abstract `In order for an organization to be runeffectively you must manage your time wisely. Procrastination should not play a major part in your daily duties. It is also important for managers and employees to go through the decision making process before making an imperative decision. This will help to eliminate barriersthat are set up for failure. Teamwork and team building skills also play a major part in the workplace. Everyone should realize that there is a common goal for which each individual has a shared responsibility.` ` Effective time management is a systematicprocess that takes determination and a long-term commitment. Time management skills are your abilities to recognize and solve personal time management problems. With good time management skills,you are in control of your time, life, stress, and energy levels. You are able to maintain balance between your work, personal, and family lives. You have enough flexibility to respond to new opportunities. All time management skills are learnable. You will see much improvement by simple becoming aware of the essence and causes of common personal time management problems. Depending on your personal situation, such obstaclesmay be the primary reason why you procrastinate, have difficulties saying no, delegating, or making time management decisions. ` ` Decision-making skills are also a key component of time management skills. Decision-making can be hard. Almost any decision involves some conflicts or dissatisfactions. The difficult part is to pick one solution where the positive outcome can outweighthe possible losses. Avoiding decisions all together seems easier. Yet, making your own decisions and accepting the consequences are the only way to stay in control of your time, your success, and your life.` 1. Recognize that you have a problem. a.Look at a wide range of options. b. Do not limit yourself to obvious choices. 3.Evaluate each choice in terms of its consequences. arisefrom each alternative. b. Think about the costs that are involved. 4. Make a decision. a. Determine the best alternative. b. Make wise choices that will lead to greater career 5. Put the decision into action. b. Follow-up and make sure your decision is being executed. 6.Evaluate the outcome. a. Review your choice periodically. ` b. Decide if any changes are needed.` Team building skills are critical for your effectiveness as a manager or entrepreneur. If you are not in a management or leadership role, better understanding of teamwork can make you a more effective employee and give you an extra edge in your corporate office. Team building success is the process of your team making an accomplishment much bigger and working more effectively than a group of the same individuals workingon their own (Carter McNamara, 2007). You have a strong synergy of individual contributions. There are two critical factors in building a high performance team. The first factor in team effectiveness is the diversity of skills and personalities. People must use their strengths in full and compensate for each other’s weaknesses. Different personality types should balance and complement each other. The other critical element of teamwork success is that all the team efforts are directed towards the same clear goals, which are the team goals. Hellriegel and Slocum (2007) describe team goals as being the outcomes desired for the team as a whole, not just goals of the individual members. This relies heavily on good communication in the team and the harmony in member relationships. Here are some additional team building ideas, techniques, and tips you can try when managing teams in your situation (Carter McNamara, 2007). Make sure that the team goals are perfectly clear and completely understood and accepted by each team member. Build trust with your team members by spending one-on-one time in an atmosphere of honesty and openness. Be loyal to your employees, if you expect the same. When managing teams, make sure there are no blocked lines of communications and you and your people are kept fully informed. Do not miss opportunities to empower your employees. Say “Thank you” and show appreciation of an individual team player’s work. Do not limit yourself to negative feedback. Whenever there is an opportunity, give positive feedback as well. Finally, teamwork and team building can offer many challenges; the payoff from a high performance team is well worth it. Virtual teams are a great way to enable teamwork in situations where people are not sitting in the same physical office at the same time. Companies to cut travel, relocation, real estate, and other business costs use such teams more and more (Gould, 2006). This is particularly for businesses that use virtual organizations to build global presence, outsource their operations, or need less common expertise or skills from people who are reluctant to travel or relocate from their home locations. Goals are extremely important within a virtual team. Having exact, precise, and mutually agreed-on goals will benefit a virtual team in succeeding as a whole (Hellriegel & Slocum, 2007). Managers of virtual teams also need to pay much more attention to maintaining clear goals, performance standards, and communication rules. People have varying assumptions on what to expect from each other. To avoid build-ups of misunderstandings, in a virtual organization it is critical to replace those implicit assumptions with clear rules and protocols that everyone understands and agrees upon, especially for communication. One of the biggest challenges of virtual teams is building and maintaining trust between the team members. Trust is critical for unblocking communication between members and sustaining motivation of each person involved. The issue of trust needs special attention at any stage of team existence (Gould, 2006). In conclusion, the key to achieving any kind of success in life is learning time management. Even though you have the intelligence, ambition and all the goals set in place, ineffective planning of your time will sabotage you. Personal time management is an essential component to reaching any goal. By managing your time effectively, you will automatically improve your level of efficiency and increase your productivity. Set yourself up for success. Think “task management”. Start making responsible choices about what to do, when, and in what order. Set your priorities straight. Stop trying to work faster and finish “on time”. Mostimportantly, always be aware of your objective. Your goals must be clearly defined and written in a place where you can see them every day. You must have a plan for achieving your goals. Your ability to manage your time is the key to executing your plan. 
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