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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
Time is one of the most essential resources available to individuals and organizations. Unlike other resources such as money, manpower, or materials, time is irreplaceable and cannot be stored, paused, or renewed. Once lost, it is lost forever. For organizations, time serves as a structural guide that supports activities, decision-making, and performance. Every goal set by an organization is embedded in a timeframe, and every operational activity occurs within the dimension of time. The importance of time in the organizational environment is therefore beyond question.
Time management can be defined as the deliberate and conscious process of planning, organizing, and executing tasks and responsibilities within a specified timeframe to increase effectiveness and productivity. It involves prioritizing activities based on importance and urgency, setting realistic goals, allocating appropriate time to each task, and monitoring progress to ensure timely completion. Time management is not only a technique but also a discipline that encourages individuals and teams to be conscious of how they use their time to contribute meaningfully to organizational objectives.
Time is a resource that cuts across all organizational levels. It is essential for executives, managers, and employees alike. For top-level management, time is central to strategic planning, policy formulation, and leadership functions. For middle-level managers, time supports coordination, delegation, supervision, and execution of departmental plans. For employees, time influences the pace and quality of their work, their ability to meet deadlines, and their overall productivity.
The attainment of organizational goals depends greatly on how effectively time is managed at all levels. Organizational goals are typically established to provide direction and purpose to business operations. These goals may include increased profitability, market expansion, improved customer satisfaction, product innovation, staff development, or operational excellence. Regardless of the type or complexity of these goals, they are expected to be achieved within a defined period. This makes time a crucial element in measuring organizational success.
In the corporate world, where competition is intense and resources are constantly stretched, time becomes a strategic factor. Organizations that value and manage their time properly are better positioned to gain competitive advantages. These organizations tend to complete projects on schedule, serve customers promptly, adapt swiftly to market changes, and deliver consistent value. They are also more likely to implement change initiatives successfully, respond to emergencies effectively, and maintain a culture of accountability and high performance.
Effective time management ensures that the workforce remains focused on tasks that align with organizational priorities. It helps to minimize distractions and reduces the tendency to engage in activities that do not contribute to key results. When employees are clear about what they need to do, when it must be done, and how much time is available, they are more likely to stay organized, motivated, and committed to their responsibilities. This clarity of purpose enhances personal efficiency and team collaboration.
In many organizations, time management is supported by systems, tools, and techniques designed to enhance work planning and scheduling. These may include time-tracking software, calendars, to-do lists, work breakdown structures, Gantt charts, and performance dashboards. These tools allow managers and employees to keep track of ongoing tasks, estimate the time required for each activity, and adjust work plans as needed. When properly used, these tools contribute to better control over time and promote accountability.
Apart from tools and systems, the human aspect of time management is equally important. An organization may invest in sophisticated time management software, but if the culture of time consciousness is lacking, the benefits will not be realized. A time-conscious culture begins with leadership that models punctuality, sets realistic deadlines, and emphasizes the importance of timely execution. It also involves continuous training and sensitization of staff on the value of time and the consequences of poor time practices.
Another essential aspect of time management is goal setting. In an organizational context, time management is directly linked to the process of setting and achieving goals. When goals are clearly defined, broken down into actionable steps, and assigned deadlines, they become easier to manage. Time-bound goals create a sense of urgency that drives action and reinforces discipline. They help managers allocate resources efficiently, monitor progress, and adjust strategies as needed to meet targets.
Organizations that manage their time well often experience several benefits. These include improved employee productivity, enhanced customer satisfaction, increased profitability, reduced costs, better decision-making, and a healthier work environment. Time management also reduces stress and burnout among employees, as it encourages realistic work pacing and prevents overloading. When tasks are well planned and time is appropriately allocated, employees are less likely to rush, make errors, or experience job dissatisfaction.
The ability to manage time also affects organizational learning and innovation. When time is effectively utilized, organizations can allocate periods for staff training, skills development, and creative thinking. These activities are essential for long-term growth and competitiveness. Time management enables organizations to balance routine operations with improvement initiatives, thus promoting sustainable development.
In today’s dynamic business environment, the pace at which organizations operate is increasing. The demand for faster service delivery, quicker decision-making, and prompt responses to changes requires that organizations become more time-efficient. Time management enables organizations to adapt to these demands without compromising quality or employee well-being. It provides a structure for aligning day-to-day operations with long-term strategies, thus ensuring continuity and relevance.
1.2	Statement of the Problem
Despite the importance of time management, many organizations still face issues such as low productivity, missed deadlines, poor performance, and an overall failure to achieve organizational goals. These problems are often rooted in the inability of staff and management to plan, prioritize, and execute tasks within stipulated time frames. This study seeks to address the gap by investigating how effective time management contributes to the attainment of organizational goals.
1.3	Objective of the Study
The main objective of this study is to examine the significance of time management in achieving organizational goals. The specific objectives are to:
1. Evaluate the level of time management practices in the selected organization.
2. Identify the challenges faced by employees in managing time effectively.
3. Determine the impact of time management on employee performance and organizational productivity.
4. Suggest strategies for improving time management to enhance goal achievement.
1.4	Research Questions
1. What is the current level of time management practice within the organization?
2. What are the major time management challenges faced by employees?
3. How does time management influence employee performance and productivity?
4. What measures can be implemented to improve time management for better goal attainment?
1.5	Significance of the Study
This study is significant as it provides insight into the relationship between time management and organizational performance. It will help managers and organizational leaders understand the importance of effective time use and its direct link to achieving set goals. The findings will also benefit employees by highlighting strategies to manage their time more effectively. Furthermore, academic researchers and students will find this study useful in expanding the body of knowledge on time management and organizational development.
1.6	Delimitation 
This study is delimited to two specific institutions: the University of Ilorin, a public tertiary institution, and Union Bank Plc, a financial service provider in Nigeria. The focus is on examining the significance of time management in the attainment of organizational goals within these two different organizational settings  one in the education sector and the other in the banking sector.
1.7	Limitations
During the course of this research, several challenges arose, especially during the data collection phase. A major issue encountered was the reluctance of some individuals to complete the questionnaires. This hesitance stemmed from various reasons, such as a lack of interest in the topic, limited understanding of the study's objective, or general indifference toward academic research. Many respondents did not perceive any personal gain from participating, leading them to either ignore or decline the invitation to respond. As a result, the number of completed questionnaires was lower than anticipated, which impacted the volume of data available for analysis.
Time limitation also posed a serious constraint. The researcher had to complete the entire research process—questionnaire design, distribution, data collection, and analysis—within a restricted timeframe. This limited period created pressure and made it difficult to follow up with non-respondents. The tight schedule also prevented the researcher from conducting repeat visits or sending reminders to participants who were unresponsive or unavailable.
Despite assurances of confidentiality and anonymity, some participants were still hesitant to share complete information due to concerns about privacy or potential negative repercussions. This reluctance affected the quality and depth of the data gathered and may have influenced the overall reliability and scope of the research findings.



CHAPTER TWO
LITERATURE REVIEW
	This chapter will be studied under the following sub headings:
2.1 	Concept of Time Management
2.2 	Theories of Time Management
2.3 	Importance of Time Management in Organizational Setting
2.4 	Time Management and Employee Performance
2.5 	Strategies and Tools for Effective Time Management

2.1 Concept of Time Management
Time management refers to the process by which individuals and organizations consciously plan and control how much time to spend on specific activities in order to achieve desired goals efficiently and effectively. It is a fundamental concept in organizational studies as it underpins productivity, efficiency, and overall success. The concept has been defined by various scholars and practitioners in both broad and specific contexts. According to Adebisi (2013), time management is the ability to plan and control how one spends the hours in a day to effectively accomplish goals. In a broader sense, time management encompasses goal setting, prioritizing tasks, allocating resources, monitoring time usage, and making adjustments where necessary.
Effective time management begins with proper planning. Planning helps to determine what needs to be done, who should do it, and the time frame within which it should be done. Olowookere (2016) emphasizes that without effective planning, organizations are likely to waste time on irrelevant or low-priority tasks. Planning also facilitates better coordination among departments and teams, as it provides a roadmap for the execution of responsibilities. In the Nigerian public sector, where bureaucratic delays are common, proper planning can help streamline operations and reduce inefficiencies.
Another critical component of time management is prioritization. This involves identifying the most important tasks and allocating time to them accordingly. Prioritization ensures that efforts are directed toward activities that have the greatest impact on organizational objectives. As Okafor and Duru (2019) observe, many Nigerian organizations struggle with task prioritization, often leading to missed deadlines and poor performance. Training and development in time management skills can help employees recognize the importance of prioritizing tasks based on urgency and importance.
Scheduling is another aspect of time management that contributes to its effectiveness. Scheduling involves assigning specific time slots for the completion of tasks and activities. It provides a structure for daily operations and helps prevent the overlapping of responsibilities. In the banking sector, for instance, time-based performance is crucial due to the fast-paced nature of financial transactions. Union Bank Plc, as one of Nigeria's leading commercial banks, has instituted time-bound service protocols to ensure efficiency and customer satisfaction (Akinyemi, 2021).
Monitoring and evaluation are equally important in time management. These processes involve tracking the progress of tasks and assessing whether the time allocated is being used effectively. Through monitoring, managers can identify bottlenecks and take corrective action. Evaluation provides insights into how time management practices can be improved. According to Nwachukwu (2018), Nigerian organizations that implement time audits and reviews tend to have better control over their operations and achieve higher levels of performance.
In educational institutions , time management plays a vital role in academic planning and administrative effectiveness. Lecturers and administrators are expected to adhere to academic calendars, meet deadlines, and ensure the timely delivery of services. The management of time in such settings requires a balance between academic responsibilities and institutional goals. Studies by Adeyemi and Adepoju (2020) show that effective time management in universities leads to improved academic output, better staff performance, and enhanced institutional reputation.
Time management is a vital organizational tool that supports the achievement of goals, enhances productivity, and fosters professional development. Its components—planning, prioritization, scheduling, monitoring, and evaluation—are interconnected and collectively influence organizational outcomes. In Nigeria, where organizational resources and time are often constrained, the importance of managing time effectively cannot be overstated. Institutions such as the University of Ilorin and Union Bank Plc illustrate the practical applications of time management in different sectors. Their experiences underscore the need for continuous training, cultural change, and the institutionalization of time-conscious practices across all levels of operation.


2.2 Theories of Time Management
Time management is not just about managing one's daily tasks but is often guided by various theories that explain how individuals and organizations can use time more effectively. These theories provide frameworks that help explain how people can structure their activities, make the most of available time, and achieve their goals efficiently. Below are some of the key theories of time management:
1. The Eisenhower Matrix (Urgency-Importance Matrix)
One of the most widely recognized time management tools, the Eisenhower Matrix, is based on the decision-making model of Dwight D. Eisenhower, the 34th President of the United States. He famously said, "What is important is seldom urgent and what is urgent is seldom important." The Eisenhower Matrix categorizes tasks based on their urgency and importance, guiding individuals in how they should allocate time to each activity.
The matrix consists of four quadrants:
· Quadrant 1: Urgent and Important (Do First): These tasks are both time-sensitive and crucial to achieving goals. They should be tackled immediately.
· Quadrant 2: Not Urgent but Important (Schedule): Tasks that are important but do not require immediate action should be scheduled for later. This quadrant focuses on long-term planning and goal-setting.
· Quadrant 3: Urgent but Not Important (Delegate): Tasks that are urgent but not critical to achieving one’s personal or organizational goals. These tasks can often be delegated to others.
· Quadrant 4: Not Urgent and Not Important (Eliminate): Tasks that are neither urgent nor important and generally serve as distractions. These tasks should be minimized or eliminated.
The Eisenhower Matrix helps individuals and organizations prioritize their activities based on urgency and importance. For instance, in Nigerian organizations like Union Bank Plc, this method is especially useful for prioritizing client issues (urgent and important) versus long-term strategic planning (important but not urgent).
2. Parkinson's Law
Parkinson’s Law states, “Work expands to fill the time available for its completion.” This concept was introduced by Cyril Northcote Parkinson in 1955 and suggests that the more time an individual or organization has to complete a task, the longer it will take, regardless of the complexity of the task. The law underlines the importance of setting deadlines to avoid unnecessary delays and inefficiency.
Parkinson’s Law highlights the inefficiencies in work practices when there is no pressure to complete a task within a specific timeframe. It often leads to procrastination, inefficiency, and wasted time. In organizations such as the University of Ilorin, academic staff often deal with lengthy administrative processes that extend beyond reasonable time limits, thus causing a slowdown in productivity. By establishing strict deadlines for tasks, employees can stay focused and maintain a sense of urgency, improving overall efficiency.
3. The Time Management Matrix by Stephen Covey
The Time Management Matrix, popularized by Stephen Covey in his book "The 7 Habits of Highly Effective People", is a tool designed to help individuals differentiate between activities based on their importance and urgency. It divides tasks into four quadrants:
· Quadrant I (Urgent and Important): Tasks that need immediate attention, such as crises or pressing deadlines.
· Quadrant II (Not Urgent but Important): Tasks that are important but not time-sensitive, such as personal development or planning.
· Quadrant III (Urgent but Not Important): Tasks that may feel urgent but are not critical, such as interruptions or unimportant meetings.
· Quadrant IV (Not Urgent and Not Important): Tasks that are neither urgent nor important, like time-wasting activities.
Covey’s theory encourages individuals to spend more time in Quadrant II (Not Urgent but Important), which includes activities that contribute to long-term success, personal growth, and goal achievement. It emphasizes the need for proactive management and prioritization of tasks over reacting to immediate demands.
4. Goal-Setting Theory
The Goal-Setting Theory was developed by Edwin Locke in the 1960s and focuses on how setting specific and challenging goals leads to higher levels of performance. According to this theory, individuals and organizations are motivated to perform when they have clear, measurable, and attainable goals with defined deadlines. Locke's research suggests that goals should be SMART (Specific, Measurable, Achievable, Relevant, and Time-bound).
This theory emphasizes the importance of clarity in goal setting and the role of time in achieving these goals. When goals are time-bound, individuals can better plan, allocate resources, and monitor progress. In organizations like Union Bank Plc, setting clear goals for customer service, operational targets, or sales performance can help employees stay focused and manage their time effectively.
5. Time Blocking Technique
Time Blocking is a time management technique where individuals allocate specific blocks of time to different tasks or activities throughout the day. By setting aside time for each task, individuals can focus solely on completing one activity at a time, avoiding distractions, and reducing multitasking. This technique helps improve concentration, reduce stress, and increase productivity.
The concept behind time blocking is grounded in the idea that work expands to fill the time available (Parkinson’s Law), and by restricting the time available for each task, one can increase focus and efficiency. The technique is widely used in high-performing organizations and by individuals with tight schedules, such as in academic institutions or banks.
6. The Pomodoro Technique
The Pomodoro Technique is a time management method developed by Francesco Cirillo in the late 1980s. This technique involves breaking work into intervals, typically 25 minutes in length, separated by short breaks. Each interval is referred to as a “pomodoro.” After four pomodoros, a longer break is taken. This technique aims to reduce mental fatigue by encouraging short bursts of concentrated work, followed by regular rest periods.
The Pomodoro Technique helps combat procrastination and promotes sustained focus by encouraging people to commit to working for short, focused periods. This is particularly useful in environments , where academic staff may face long hours of research or grading. The Pomodoro Technique can help break down these long tasks into manageable chunks, improving productivity and time utilization.
At Union Bank Plc, employees dealing with repetitive tasks, such as data entry or compliance documentation, can benefit from the Pomodoro Technique by staying focused for 25-minute intervals and then taking short breaks to refresh their minds.
7. The Pareto Principle (80/20 Rule)
The Pareto Principle, also known as the 80/20 Rule, was developed by Vilfredo Pareto, an Italian economist, who observed that roughly 80% of outcomes come from 20% of causes. In the context of time management, this theory suggests that a small portion of activities or tasks often leads to the majority of results. In essence, focusing on the most critical tasks can lead to disproportionate success in achieving desired outcomes.
The Pareto Principle encourages individuals and organizations to focus their time and efforts on the tasks that will yield the highest returns. For example, in Nigerian organizations like Union Bank Plc, 20% of clients or projects might account for 80% of the revenue or operational results. Identifying these high-impact activities and prioritizing them can lead to more efficient time management.
Similarly, in academic institutions , focusing on core teaching and research priorities (the vital 20%) can yield the best academic outcomes, rather than spending excessive time on minor administrative tasks.


[bookmark: _GoBack]8. The 2-Minute Rule
The 2-Minute Rule, introduced by productivity consultant David Allen in his book Getting Things Done, suggests that if a task can be completed in two minutes or less, it should be done immediately. This rule is based on the principle that the time spent on planning or postponing small tasks may exceed the time it takes to complete them.
This rule encourages quick decision-making and helps reduce procrastination. In a fast-paced organization like Union Bank Plc, employees can quickly address minor but important tasks (e.g., responding to an email or filing a document) rather than delaying them and cluttering their to-do lists.
2.3 	Importance of Time Management in Organizational Settings
Effective time management stands as a pivotal aspect of organizational performance and success, particularly in the dynamic and competitive business environments in which organizations operate today. Time is one of the most valuable resources within any organization, yet it is finite and irreplaceable. The concept of time management extends beyond the individual and enters the organizational space where it impacts productivity, employee morale, goal achievement, and overall organizational outcomes. This section explores the importance of time management within organizations, emphasizing its impact on various key areas such as productivity, goal attainment, stress reduction, resource optimization, and employee satisfaction. These factors contribute to a more efficient, resilient, and competitive organization, which is essential for both short-term survival and long-term success.
Time management in organizational settings is not merely about ensuring that employees complete tasks within specific time frames; it is about aligning the use of time with organizational goals and priorities. This alignment enables organizations to achieve set objectives more effectively while minimizing wasted resources and efforts. Time management techniques are tools that, when properly utilized, facilitate smooth operations, enhance efficiency, and promote a culture of accountability and focus. For organizations in Nigeria, like Union Bank Plc and the University of Ilorin, the effective use of time management can make the difference between operational success and failure in a highly competitive and resource-constrained environment.
1. Enhancing Productivity
Productivity is perhaps the most tangible outcome of effective time management, especially in organizational settings. The primary goal of any organization is to increase its output, and this output must be accomplished within a specific time frame. In many cases, the success or failure of an organization is determined by the productivity levels of its employees. Time management allows employees to stay focused on tasks that contribute directly to the organization’s objectives, ensuring that they complete more work in less time, without sacrificing quality.
Research supports the connection between time management and enhanced productivity. Ogunyemi (2017) argues that time management plays an integral role in improving work output, which ultimately boosts the profitability and performance of Nigerian organizations. Additionally, organizations that implement effective time management strategies can expect a significant reduction in wasted time, allowing employees to focus on high-value tasks and maximize their potential.

2. Achieving Organizational Goals
Time management is a critical tool for achieving organizational goals, both in the short and long term. Organizations are built on specific objectives, such as financial performance, service delivery, market expansion, and product innovation. These goals can only be achieved if there is an effective allocation of time toward the tasks and activities that contribute to them. Time management ensures that employees and departments stay focused on their objectives and complete tasks within the designated time frames.
Effective time management helps in maintaining alignment between individual tasks and broader organizational goals. By managing their time efficiently, employees are able to dedicate sufficient attention to tasks that directly contribute to the achievement of organizational objectives. In the Nigerian context, organizations are often faced with resource constraints, and without effective time management, the failure to allocate sufficient time to critical tasks can result in underperformance. Nwachukwu (2018) underscores the significance of aligning time management strategies with organizational goals to avoid inefficiencies and performance gaps.
The ability to meet deadlines and adhere to schedules is particularly important in both the corporate and academic sectors. For instance, Union Bank Plc must ensure that all financial transactions, customer service operations, and internal processes are completed on time to meet financial goals and service standards. The timely completion of tasks contributes to the bank’s ability to meet financial targets, improve operational efficiency, and enhance profitability.

3. Reducing Stress
Stress is one of the major consequences of poor time management, and it can have far-reaching effects on organizational performance. When employees are overwhelmed with too many tasks and insufficient time to complete them, it creates stress that can lead to burnout, low morale, and reduced productivity. Stress can also negatively impact an employee’s mental and physical health, reducing their capacity to contribute effectively to the organization.
In organizations, time management can alleviate stress by providing employees with a structured approach to handling their tasks. Through effective planning, goal setting, and prioritization, employees can avoid last-minute rushes and unnecessary pressure, which are often sources of stress. Employees who manage their time well have a clear sense of control over their work and can deal with competing demands without feeling overwhelmed.
Olowookere (2016) conducted a study on Nigerian organizations and concluded that effective time management directly reduces workplace stress, leading to better health outcomes for employees and improved organizational performance. By managing their time effectively, employees are able to take control of their workload, allowing them to complete tasks at a comforTable 4. pace and reduce unnecessary stress. In turn, this enhances job satisfaction, reduces turnover, and promotes a positive working environment.
In educational institutions, stress reduction is similarly crucial. Faculty members, students, and administrative staff all face time pressures that can lead to stress if not effectively managed. With clear schedules, set deadlines, and prioritized tasks, faculty members at the University of Ilorin can avoid the stress of last-minute lesson planning or research preparation. This, in turn, ensures that academic work remains at a high standard, contributing to a stress-free learning environment for both staff and students.
4. Optimizing Resource Utilization
Time management is inextricably linked to the optimal use of organizational resources, whether human, financial, or material. By allocating time effectively, organizations ensure that their resources are used efficiently and in alignment with strategic goals. When time is wasted, it results in the inefficient use of other resources, leading to higher costs and wasted efforts.
Resource optimization is crucial for Nigerian organizations that often operate under resource constraints, Time management helps optimize staff resources, ensuring that human capital is directed towards the most critical tasks. Proper time management ensures that employees are not overburdened with tasks, and it enables the bank to allocate staff effectively to meet operational needs and customer demands. The more effectively time is managed, the less likely it is that the bank will face resource shortages or staff burnout.
Similarly, in academic institutions , time management allows for the efficient use of teaching staff, research funding, and other academic resources. Faculty can schedule teaching hours, research commitments, and administrative duties without overloading themselves, which in turn ensures that resources like classrooms, laboratory space, and research grants are utilized optimally. Resource optimization leads to reduced operational costs and ensures that the organization operates within its available budget.
5. Improving Employee Satisfaction and Motivation
A direct consequence of effective time management is improved employee satisfaction and motivation. Employees who can manage their time efficiently are more likely to experience a sense of accomplishment and less likely to experience frustration or burnout. Time management fosters a sense of control over one's workload, which is crucial for maintaining high levels of motivation and job satisfaction.
When employees are empowered to manage their tasks, set their schedules, and prioritize responsibilities, they feel more in control of their work, leading to a greater sense of autonomy and job satisfaction. In Nigerian organizations, where the work environment can often be demanding, proper time management practices contribute to reduced stress and improved employee morale. Adebisi (2013) emphasizes that employees in organizations that value time management exhibit higher levels of engagement, greater job satisfaction, and improved retention rates.
6. Fostering Organizational Growth and Innovation
Time management is essential not only for day-to-day operations but also for driving organizational growth and fostering innovation. In today’s fast-paced business world, organizations must be agile, proactive, and forward-thinking to stay competitive. Time management plays a key role in facilitating innovation by allowing organizations to allocate time to strategic thinking, research, and development.
Effective time management ensures that employees are not consumed by routine tasks, leaving them with time to think creatively, explore new ideas, and drive innovation. Organizations that fail to prioritize time management may find themselves stuck in outdated processes, unable to adapt to changing market demands.
The importance of time management in organizational settings cannot be overstated. It is an essential component of productivity, goal achievement, stress reduction, resource optimization, employee satisfaction, and innovation. In Nigerian organizations, including Union Bank Plc and the University of Ilorin, time management enables the alignment of daily activities with strategic goals, leading to improved organizational performance and resilience. Effective time management practices can help organizations adapt to challenges, reduce waste, and create a positive work environment that fosters employee engagement and organizational growth. By investing in time management training and promoting time-conscious behavior, organizations can enhance their overall effectiveness and achieve long-term success.
2.4 	Time Management and Employee Performance
Time management is an essential skill that significantly impacts employee performance. Within an organization, the effective use of time is paramount in achieving both personal and organizational goals. Time management involves planning and exercising conscious control over the amount of time spent on specific tasks, with the aim of maximizing productivity and efficiency. When employees are able to manage their time well, they can not only meet deadlines and expectations but also enhance their overall performance in the workplace. Time management plays an indispensable role in reducing stress, improving productivity, and boosting motivation, all of which contribute to higher levels of employee performance (Olowookere, 2016).
1. Improving Task Completion and Meeting Deadlines
A key factor in employee performance is the ability to complete tasks on time. Organizations often operate in environments where time is a critical resource, and deadlines are non-negotiable. Effective time management enables employees to break down tasks into manageable portions, prioritize them based on urgency and importance, and allocate appropriate time for their completion. By setting clear priorities and sticking to a schedule, employees can ensure that they meet deadlines consistently, which directly reflects their level of performance (Adebisi, 2013).
When employees fail to manage their time effectively, the likelihood of missing deadlines increases, leading to delays and a negative impact on performance. For instance, a worker may spend excessive time on less important tasks, neglecting more urgent ones (Ogunyemi, 2017). Alternatively, if employees lack clear time management strategies, they may procrastinate, leading to last-minute efforts that may compromise the quality of their work. Conversely, employees who actively manage their time effectively are more likely to complete their tasks on time and to the required standard. Meeting deadlines reliably indicates an employee's dependability and efficiency, contributing positively to their overall performance evaluation (Khan, 2020).
2. Enhancing Work Quality
Time management not only impacts the quantity of tasks completed but also the quality of the work produced. When employees are able to allocate enough time for each task, they can focus on the details, ensuring a higher standard of work. When employees rush to meet deadlines due to poor time management, the quality of their work tends to suffer. Errors are more likely to occur, and the overall standard of performance declines (Mamman, 2019).
By effectively managing time, employees can ensure they are not only meeting deadlines but also giving each task the attention it deserves. This process helps employees avoid hasty decisions and allows them to work meticulously. It also provides them with the opportunity to review and refine their work before submitting it, ensuring that it meets organizational standards. In environments where precision and attention to detail are crucial, time management ensures that employees are working at their best and producing their highest quality output (Adebisi, 2013).
Quality work results in more satisfied supervisors and clients, which increases employee performance ratings and boosts career prospects. Employees who consistently produce high-quality results become invaluable to their teams and organizations, further highlighting the positive relationship between time management and employee performance. High-quality work also prevents costly revisions, which can consume additional time and resources (Olowookere, 2016).
3. Boosting Productivity and Efficiency
One of the most obvious ways that time management improves employee performance is through increased productivity. Productivity refers to the amount of work produced relative to the time spent on tasks, and time management directly influences this metric. When employees effectively manage their time, they can work more efficiently, focusing on the most important and high-impact tasks (Adeyemi & Adepoju, 2020).
Effective time management includes several strategies, such as goal setting, task prioritization, and time allocation. Employees who set clear goals are able to work in a structured manner, avoiding distractions and ensuring that their efforts are aligned with organizational objectives (Khan, 2018). Task prioritization allows them to focus on what matters most, reducing time spent on non-essential activities. Time allocation ensures that employees are dedicating the right amount of effort to each task based on its complexity and urgency.
As employees become more proficient in managing their time, their overall productivity increases. By reducing time spent on unimportant activities or unnecessary meetings, they are able to concentrate on completing their core responsibilities (Mamman, 2019). Moreover, time management tools such as to-do lists, time-blocking techniques, and time-tracking apps help employees stay organized, improve focus, and enhance overall performance. More productive employees produce better results in a shorter amount of time, allowing the organization to benefit from increased output.
An environment that promotes time management is one where employees are empowered to achieve more without feeling overworked. In such environments, high productivity leads to improved organizational performance, as the increased output from individual employees results in higher efficiency across departments (Ogunyemi, 2017).
4. Reducing Stress and Burnout
A lack of effective time management can lead to stress and burnout, which negatively affect both employee well-being and performance. When employees fail to manage their time effectively, they often feel overwhelmed by their workload. They may have to rush through tasks, work overtime, or miss deadlines, all of which can contribute to feelings of anxiety and stress (Khan, 2020).
Chronic stress and burnout are serious issues that can severely hinder employee performance. When employees experience stress, their focus and motivation diminish, leading to lower productivity and poorer performance (Olowookere, 2016). Over time, if not addressed, stress can lead to burnout, characterized by emotional exhaustion, lack of enthusiasm, and disengagement from work. This results in reduced job satisfaction and a decline in overall employee performance.
Time management strategies help to mitigate stress by allowing employees to plan their workload, set realistic expectations, and prioritize tasks. By breaking tasks into smaller, manageable portions and avoiding multitasking, employees can reduce the sense of being overwhelmed. This, in turn, lowers anxiety levels and helps to maintain a healthier mental state, which positively impacts overall performance. Additionally, proper time management allows employees to allocate time for breaks, exercise, and relaxation, which is crucial for maintaining work-life balance and preventing burnout (Akinyemi, 2021).
Employees who practice good time management are better equipped to handle their responsibilities without feeling overburdened. With less stress and burnout, they remain engaged and motivated, which contributes positively to their performance. Employers who promote time management and well-being can create a more productive and sustainable workforce (Adebisi, 2013).
5. Enhancing Motivation and Job Satisfaction
Motivation and job satisfaction are key components of high employee performance, and time management can significantly influence both. When employees manage their time well, they experience a sense of accomplishment and control over their workload. This sense of accomplishment is a powerful motivator, leading employees to take pride in their work and feel more satisfied with their achievements (Adebisi, 2013).
Employees who are in control of their time tend to be more motivated to tackle new challenges and meet new goals. This is because they feel less overwhelmed by their responsibilities and more confident in their ability to meet expectations. As employees achieve their goals and see tangible results from their efforts, their job satisfaction increases, which in turn boosts motivation (Mamman, 2019).
Effective time management also fosters a sense of autonomy and self-reliance. Employees who are allowed to manage their schedules and workloads tend to feel more trusted and valued by their employers. This can increase their engagement and satisfaction with their jobs. High job satisfaction contributes to higher motivation levels, and motivated employees tend to perform better in their roles (Olowookere, 2016).
Time management is an essential skill for improving employee performance across various organizational settings. Employees who effectively manage their time are more likely to complete tasks on time, improve the quality of their work, and achieve higher productivity levels. Furthermore, time management helps reduce stress, prevent burnout, and enhances employee motivation and job satisfaction. These factors are all critical to maintaining and improving overall performance. Organizations that invest in time management training and foster a culture of effective time use can expect to see improvements in both individual and organizational performance.
2.5 	Strategies and Tools for Effective Time Management
Effective time management is critical to achieving optimal productivity and performance in the workplace. It not only enables employees to handle their tasks more efficiently but also supports the accomplishment of both short-term and long-term goals. To achieve effective time management, employees must implement various strategies and make use of tools designed to organize their workload, optimize focus, and track progress. The application of time management strategies and tools contributes to enhanced work quality, reduced stress, and improved overall performance. In this section, we will explore several proven strategies and tools that organizations and employees can utilize to improve time management.
1. Setting Clear Goals
One of the most fundamental strategies for effective time management is setting clear, specific, and achievable goals. Without clear goals, it becomes challenging to prioritize tasks and manage time effectively. Goals act as a guide, directing employees' efforts toward meaningful activities that align with the organization’s objectives. The process of setting goals encourages employees to identify their priorities, track progress, and remain focused on tasks that add value (Olowookere, 2016).
The SMART goal-setting framework (Specific, Measurable, Achievable, Relevant, and Time-bound) is widely regarded as an effective approach to goal-setting. By using this framework, employees can break down larger objectives into smaller, more manageable tasks that can be accomplished within specific time frames. With clear goals, employees are more likely to stay focused, complete tasks efficiently, and avoid unnecessary distractions, all of which are essential for effective time management (Adebisi, 2013).
2. Prioritizing Tasks
Prioritization is a critical time management strategy that ensures employees focus on high-impact tasks that contribute directly to organizational goals. The ability to identify the most important tasks and address them first is essential for effective time management. Many employees struggle with time management because they fail to identify which tasks should take precedence. To address this, the Eisenhower Matrix (also known as the Urgent-Important Matrix) is an effective tool for prioritizing tasks. The matrix divides tasks into four quadrants:
1. Urgent and Important: Tasks that need immediate attention and have significant consequences.
2. Not Urgent but Important: Tasks that contribute to long-term goals and personal growth.
3. Urgent but Not Important: Tasks that require quick action but may not contribute significantly to long-term objectives.
4. Not Urgent and Not Important: Tasks that are distractions and do not impact goals or productivity.
By prioritizing tasks using this framework, employees ensure that they allocate sufficient time and resources to the most important tasks. This prevents procrastination and ensures that tasks are completed in an order that maximizes productivity (Ogunyemi, 2017).
3. Time Blocking
Time blocking is another highly effective time management strategy. Time blocking involves allocating specific time slots throughout the day for different activities, creating a structured schedule that can significantly improve focus and efficiency. Employees use time blocking to ensure that each task or set of tasks receives the appropriate amount of attention without distractions. For example, an employee might set aside 9:00 AM to 11:00 AM to focus solely on a particular project, with no meetings, emails, or other interruptions.
The key to successful time blocking is avoiding multitasking, which often reduces efficiency and increases the chances of errors. By dedicating time to a single task or group of related tasks, employees can concentrate better and achieve higher-quality results in a shorter time frame. This strategy allows for a more organized and productive day, as tasks are completed in an uninterrupted and focused manner (Adebisi, 2013).
4. Delegation of Tasks
Delegating tasks is a powerful strategy for improving time management, particularly in larger organizations. Delegation involves assigning tasks to the most appropriate individuals, taking into consideration their strengths, expertise, and current workload. By delegating tasks effectively, managers and employees can free up time for more critical activities that require their specific skills or attention (Akinyemi, 2021).
It is important to note that delegation is not just about transferring work to others; it involves clear communication about expectations, deadlines, and objectives. A well-delegated task should come with adequate instructions and resources to ensure its successful completion. This strategy is particularly useful in a team-oriented environment, where collaboration and shared responsibilities are critical to achieving common goals (Olowookere, 2016). Delegating tasks not only reduces the workload on individuals but also promotes teamwork, skill development, and enhanced job satisfaction within the team.
5. Utilizing Time Management Tools and Technology
In today's digital world, various tools and technologies are available to assist employees in managing their time more effectively. Time management tools range from simple to-do lists to advanced project management software that tracks the progress of multiple projects. These tools can automate time-tracking, task prioritization, and deadline management, reducing the burden on employees to manually manage their schedules.
Some common tools include:
· Trello: A project management tool that helps employees organize tasks, set deadlines, and collaborate with team members.
· Asana: A task and project management tool that allows users to assign tasks, set priorities, and track progress.
· RescueTime: A time tracking software that helps employees identify how they spend their time during the workday, providing insights to optimize productivity.
· Pomodoro Technique Apps: These apps break work into intervals, typically 25 minutes, followed by short breaks, to maintain focus and reduce mental fatigue.
Using time management tools and apps enables employees to stay organized, visualize their tasks, and focus on important activities without distractions. These tools can help track progress on long-term projects, identify potential delays, and foster accountability (Adebisi, 2013). For organizations, the use of digital tools helps maintain transparency in tracking team productivity and aligning individual tasks with broader organizational objectives.
6. Regular Review and Reflection
Time management is not a one-time activity but an ongoing process that requires continuous review and adjustment. Employees who regularly assess how they are spending their time can identify areas for improvement and adjust their strategies accordingly. Daily or weekly reviews of progress allow employees to refine their time management strategies and determine which methods are working best for them (Mamman, 2019).
CHAPTER THREE
METHODOLOGY
This chapter deals extensively with the detailed description of data collected for this study. The methods and procedure employed in obtaining data for the study are as explained below:  
3.1	Instrument used  
3.2	Population for the study  
3.3	Sample and sampling technique  
3.4	Distribution and collection of data  
3.5	Validity  
3.6	Reliability  
3.7	Method of analysis  
 3.1 	Instrument Used  
The researcher endeavoured to prepare questionnaires to obtain information reflecting the hypothesis in chapter one. In order to have a wide coverage of feelings and opinions, questions for oral interviews were prepared on the topic of the project. The questionnaire and oral interview designed are specifically directed towards the respondents.  
 3.2	 Population for the Study  
The population used for this research project is the staff of Kwara State Polytechnic, Ilorin, and MTN office , Ilorin. The entire population was used in order to arrive at the required specific answers and because of the limited number of likely respondents. Fifteen (15) copies of the questionnaires were distributed to the staff of  Kwara State Polytechnic, Ilorin and Fifteen (15) Questionnaires were distributed to the staff at the MTN office, Ilorin Kwara State.  
 3.3	 Sample and Sampling Technique  
These were the selected groups of respondents who were involved in the collection of data for the study. The population sampling for this project work was twenty (20) which comprises workers and some selected management staff in the case studies.  
 3.4 	Distribution and Collection of Data  
The research, with the assistance of friends, distributed questionnaires to respondents from the case study.  As previously mentioned, twenty (20) questionnaires were distributed to the respondents and some selected staff of the establishment. All respondents were assumed to be highly literate and have adequate knowledge of giving appropriate answers to the questions asked.  
3.5	Reliability  
The tests will be carried out several times at different times to make sure that the results are similar.  
3.6	Validity  
The data to be used for this research will be obtained at first hand and the respondents will have time to go through the documents before providing answers to the questions.  


3.7 	Method of Data Analysis  
Data collected for this study were manually analyzed with the use of a calculator, showing percentages of respondents which make the analysis very clear to the readers. The analysis of the data collected from the respondents is the basis of the conclusion in this project. of data 




CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
This chapter dealt with data analysis and it shall be conducted and presented under as follows:
4.2	Results:
Table 4. 1 – Effective time management increases employee productivity
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	16
	53

	Agreed
	14
	47

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
Table 4. 1 shows that 16 respondents (53%) strongly agreed and 14 respondents (47%) agreed that, Effective time management increases employee productivity with none disagreeing with the statement respectively  
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Effective time management increases employee productivity.


Table 4. 2 – Time management is crucial for achieving organizational goals
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	13
	43

	Agreed
	17
	57

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 2 shows that 13 respondents (43%) strongly agreed and 17 respondents (57%) agreed that, Time management is crucial for achieving organizational goals, while none disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents agreed, therefore it is safe to conclude that, Time management is crucial for achieving organizational goals.


Table 4. 3:	Proper time management reduces workplace stress
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	14
	47

	Agreed
	16
	53

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 3 shows that 14 respondents (47%) strongly agreed and 16 respondents (53%) agreed that, Proper time management reduces workplace stress .while none disagreed and none strongly disagreed with the statement respectively.
 	Based on the data analysis, the majority of respondents agreed, therefore it is safe to conclude that, Proper time management reduces workplace stress.


Table 4. 4 :	Time management boosts employee motivation and morale
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	12
	40

	Agreed
	18
	60

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 4 shows that 12 respondents (40%) strongly agreed and 18 respondents (60%) agreed that, Time management boosts employee motivation and morale, while none disagreed and none strongly disagreed with the statement respectively.
 	Based on the data analysis, the majority of respondents agreed, therefore it is safe to conclude that, Time management boosts employee motivation and morale


Table 4. 5 :	Employees who manage time effectively meet deadlines more
consistently
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	15
	50

	Agreed
	15
	50

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 5 shows that 15 respondents (50%) strongly agreed and 15 respondents (50%) agreed that, Employees who manage time effectively meet deadlines more consistently, while none disagreed and none strongly disagreed with the statement respectively.
 Based on the data analysis, responses were evenly split between strongly agreed and agreed. Employees who manage time effectively meet deadlines more consistently.


Table 4. 6:	Time management increases overall work efficiency
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	17
	57

	Agreed
	13
	43

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 6 shows that 17 respondents (57%) strongly agreed and 13 respondents (43%) agreed that, Time management increases overall work efficiency while none disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, time management increases overall work efficiency.


Table 4. 7:	Time management helps prioritize tasks effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	16
	53

	Agreed
	14
	47

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 7 shows that 16 respondents (53%) strongly agreed and 14 respondents (47%) agreed that, Time management helps prioritize tasks effectively, while none disagreed and none strongly disagreed with the statement respectively.
 	Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Time management helps prioritize tasks effectively


Table 4. 8:	Time management enhances the quality of employee performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	19
	63

	Agreed
	11
	37

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 8 shows that 19 respondents (63%) strongly agreed and 11 respondents (37%) agreed that, Time management enhances the quality of employee performance, while none disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Time management enhances the quality of employee performance.


Table 4. 9 – Effective time management improves organizational decision-making
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	18
	60

	Agreed
	12
	40

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 9 shows that 18 respondents (60%) strongly agreed and 12 respondents (40%) agreed that, Effective time management improves organizational decision-making , while none disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Effective time management improves organizational decision-making.


Table 4. 10 – Technological tools can support effective time management
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	14
	47

	Agreed
	16
	53

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 10 shows that 14 respondents (47%) strongly agreed and 16 respondents (53%) agreed that, Technological tools can support effective time management while none disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents agreed, therefore it is safe to conclude that, Technological tools can support effective time management.


Table 4. 11 – Time management contributes to better customer service delivery
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	15
	50

	Agreed
	15
	50

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 11 shows that 15 respondents (50%) strongly agreed and 15 respondents (50%) agreed that, Time management contributes to better customer service delivery, while none disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, responses were evenly split between strongly agreed and agreed. time management contributes to better customer service delivery.


Table 4. 12:	Organizations with structured time plans achieve their goals faster
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	16
	53

	Agreed
	14
	47

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 12 shows that 16 respondents (53%) strongly agreed and 14 respondents (47%) agreed that, Organizations with structured time plans achieve their goals faster while none disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Organizations with structured time plans achieve their goals faster


Table 4. 13:	Planning and scheduling improve employee accountability
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	17
	57

	Agreed
	13
	43

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 13 shows that 17 respondents (57%) strongly agreed and 13 respondents (43%) agreed that, Planning and scheduling improve employee accountability, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, , Planning and scheduling improve employee accountability


Table 4. 14 – Time management practices improve project completion rate
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	18
	60

	Agreed
	12
	40

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 14 shows that 18 respondents (60%) strongly agreed and 12 respondents (40%) agreed that, time management practices improve project completion rate, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, time management practices improve project completion rate


Table 4. 15:	Setting time-based goals improves employee focus
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	19
	63%

	Agreed
	11
	37

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 15 shows that 19 respondents (63%) strongly agreed and 11 respondents (37%) agreed that, Setting time-based goals improves employee focus, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Setting time-based goals improves employee focus


Table 4. 16:	 Time management training improves staff effectiveness
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	14
	47

	Agreed
	16
	53

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 16 shows that 14 respondents (47%) strongly agreed and 16 respondents (53%) agreed that, Time management training improves staff effectiveness, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents agreed, therefore it is safe to conclude that, Time management training improves staff effectiveness


Table 4. 17:	Poor time management leads to decreased organizational performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	13
	43

	Agreed
	17
	57

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 17 shows that 13 respondents (43%) strongly agreed and 17 respondents (57%) agreed that, Poor time management leads to decreased organizational performance, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents agreed, therefore it is safe to conclude that, Poor time management leads to decreased organizational performance.


Table 4. 18:	Prioritizing tasks based on urgency improves time usage
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	20
	67

	Agreed
	10
	33

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 18 shows that 20 respondents (67%) strongly agreed and 10 respondents (33%) agreed that, Prioritizing tasks based on urgency improves time usage, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Prioritizing tasks based on urgency improves time usage.


Table 4. 19:	Time management reduces organizational costs
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	12
	40

	Agreed
	18
	60

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 19 shows that 12 respondents (40%) strongly agreed and 18 respondents (60%) agreed that, Time management reduces organizational costs, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents agreed, therefore it is safe to conclude that, Time management reduces organizational costs.


Table 4. 20:	Managers who manage time well lead more effective teams
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	17
	57

	Agreed
	13
	43

	Disagreed
	00
	0.0

	Strongly Disagreed
	00
	0.0

	Total
	30
	100


Source: Researcher’s fieldwork, 2025
Table 4. 20 shows that 17 respondents (57%) strongly agreed and 13 respondents (43%) agreed that, Managers who manage time well lead more effective teams, while none of the respondents disagreed and none strongly disagreed with the statement respectively. 
Based on the data analysis, the majority of respondents strongly agreed, therefore it is safe to conclude that, Managers who manage time well lead more effective teams.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATION
5.1	Summary
This study comprehensively examined the significance of time management in achieving organizational goals. The research was motivated by the increasing awareness of time as a critical resource in the workplace, particularly in enhancing productivity, ensuring task prioritization, and driving efficiency in both public and private sectors. Through a detailed review of related literature and data collection from 30 respondents, the study highlighted the theoretical, practical, and strategic relevance of time management within the modern organizational setting.
The concept of time management was explored as the ability to use time effectively and productively. Several theories were discussed, including Time Management Matrix, Pareto Principle (80/20 Rule), and Parkinson’s Law, which provide the framework for understanding how individuals and organizations allocate time toward achieving goals. The importance of time management was emphasized across organizational functions, such as improving decision-making, meeting deadlines, and enhancing work-life balance among employees.
The empirical section consisted of 20 structured statements rated by 30 respondents on a Likert scale. Analysis of the responses showed overwhelmingly that participants strongly agreed or agreed to the positive influence of time management practices on organizational effectiveness. There was a consistent pattern in the data reflecting that effective time management leads to improved staff productivity, timely service delivery, better team performance, and enhanced employee accountability. Responses also indicated that time management reduces operational costs, boosts employee focus, and fosters goal achievement within an organization.
The summary of each Table 4. confirmed that the majority of respondents had positive perceptions about time management. None of the respondents disagreed or strongly disagreed with the listed time management statements, signaling a strong consensus on its importance. This suggests that time management is not just a personal asset but an organizational necessity.
5.2	Conclusion
Based on the findings of this study, it can be concluded that time management is a pivotal factor in the successful attainment of organizational goals. Organizations that prioritize time management by instilling habits of task planning, scheduling, delegation, and the use of time-tracking tools are more likely to experience efficiency, reduced operational lag, and higher employee performance.
Time management enhances organizational structures by improving decision-making, ensuring prompt service delivery, and boosting overall productivity. The study has shown that time management skills are highly valued by both employees and managers, and when effectively applied, they lead to a positive organizational climate that supports goal attainment.
Therefore, time management is not only a personal discipline but also a strategic organizational function that must be embedded into all levels of corporate operations.
5.3	Recommendations
1. Incorporate Time Management Training Programs
Organizations should invest in regular training for their staff on modern time management techniques. This includes workshops on scheduling, setting priorities, and using time management tools like calendars, planners, and productivity software.
2. Develop Organizational Time Policies
There should be clear time-related policies in place that outline expectations for meeting deadlines, attendance, productivity benchmarks, and reporting times. These should be communicated effectively to all staff.
3. Encourage a Culture of Punctuality and Accountability
Managers and team leads should promote a work culture that values punctuality, minimizes procrastination, and rewards timely completion of tasks. Regular performance reviews should assess time usage alongside work quality.
4. Leverage Technology for Time Tracking
Organizations should adopt digital solutions such as time-tracking applications, shared calendars, and task management software to enhance time visibility and coordination among teams.
5. Prioritize Tasks Based on Organizational Goals
Employees should be trained to align their daily activities with the larger goals of the organization. This can be achieved through effective delegation, prioritization frameworks, and strategic planning sessions.
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APPENDIX 1

KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY 
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear respondent, 
	I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting research and writing a project on THE SIGNIFICANCE OF TIME MANAGEMENT TO THE ATTAINMENT OF ORGANIZATION GOALS.
	The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management of the institution.
	Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
					
					Yours faithfully

TAOFEEK RASHEED ABIODUN
HND/22/OTM/FT/100

APPENDIX II

KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
 DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Madam
RESEARCH QUESTIONNAIRE
	This questionnaire is designed to solicit information from you on “THE SIGNIFICANCE OF TIME MANAGEMENT TO THE ATTAINMENT OF ORGANIZATION GOALS.” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

					Yours faithfully

TAOFEEK RASHEED ABIODUN
HND/22/OTM/FT/100


QUETSTIONNAIRE
1. 	Effective time management increases employee productivity
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
2. 	Time management is crucial for achieving organizational goals
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
3.	 Proper time management reduces workplace stress
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
4. 	Time management boosts employee motivation and morale
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
5. Employees who manage time effectively meet deadlines more consistently
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
6. 	Time management increases overall work efficiency
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
7. 	Time management helps prioritize tasks effectively
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
8.	Time management enhances the quality of employee performance
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
9.	 Effective time management improves organizational decision-making
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
10. 	Technological tools can support effective time management
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
11. 	Time management contributes to better customer service delivery
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
12. 	Organizations with structured time plans achieve their goals faster
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
13. 	Planning and scheduling improve employee accountability
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
14. 	Time management practices improve project completion rate
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
15. 	Setting time-based goals improves employee focus
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
16. 	Time management training improves staff effectiveness
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
17. 	Poor time management leads to decreased organizational performance
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
18. 	Prioritizing tasks based on urgency improves time usage
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
19. 	Time management reduces organizational costs
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )
20. 	Managers who manage time well lead more effective teams
(a) Strongly Agree ( ) (b) Agree ( )
(c) Disagree ( ) (d) Strongly Disagree ( )


