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Conclusion:

Time is considered one of the most important and most valuable resources in
the organization, which must be exploited efticiently. It is an important
resource that must be exploited in the present and planned to benefit from it
effectively in the future. Time is a highly valuable element, although it is
available and available to everyone, it cannot be returned again. When time is
gone, it It is gone forever, and yet we deal with it on the basis that it has no
value (Alwan, Najwa Ramadan, 2009), and with the increasing requirements
and responsibilities in a rapidly changing world, it has become necessary for
every individual, whether employee or manager, to master the art of managing
his time and using it effectively to achieve success. The desired goals, as time
management is considered one of the basic skills that greatly aftect efficiency
and productivity in the modern work environment, and this prompted the
researcher to know the effective ways to manage and exploit it in the required
manner, and to seek to take the necessary measures to reduce the factors that

cause its waste and the organization’s deviation from its path. It is correct in
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achieving its desired goals, especially since time accompanies all its
administrative operations, and the examiner of management literature notices
the existence of a relationship between the time factor and the degree of
progress of societies. And its presence, so the conscious management in the
modern work environment must work on investing the time element and
exploiting it in a better way, because time management is an ongoing process
based on the desire to develop, improve, plan, follow-up and evaluate, and the
administrations and workers must pay more attention to work time than to any
other aspect, such as salaries, incentives or buildings, because everything can be
compensated or an alternative can be found for it except time, because if it is

lost it cannot be compensated.
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Summary:

The research addresses the concept of time management and aims to identify
time-wasters and ways to reduce them for employees and managers. It also seeks
to understand how to invest time eftectively and aims to recognize eftective
time management strategies in modern work environment .The researcher
relied on adescriptive analytical method and concluded that there are several
time-wasters for managers,the most significant of which include excessive
personal phone calls during work,the inability to say "no,"and unexpected visits
that waste a lot of time without achieving work -related
results, Additionally,unnecessary meetings and lack of prior planning are
notable time-wasters. It is essential for upper management and employees to
prioritize work time over any other aspect, as everything else can be

compensated or replaced, but lost time cannot be recovered.

Keywords: Time Managemen, Work Environments, Productivity,

The balance between work and life.
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