English in business communication skills
Chapter 9
Time and time management
Lecturer: N.A.Mukhitdinova, PhD

1. Harry is a magazine journalist. Give him advice based on the ideas in the given material. The first one has been done for you.


1. Harry started the day by making a list of all the things he had to do.
You should make a realistic plan and prioritize the things you have to do, not just make a list.
2. He started writing an article, but after five minutes a young colleague came over and asked him for help on an article he was writing. Harry helped his colleague for half an hour and then they chatted about last night’s television.
3. He started work again on his article, but he heard police cars outside and went to the window to look.
4. He wanted to make the article look as good as possible on the page, so he spent a lot of time adjusting the spacing of the lines, changing the characters of the text, etc., even though an editor would do this later.
5. At 6 pm he realized that he hadn’t started on the other article he had to write, but he went home. On the train home, he realized that he had arranged to have lunch with an important contact, but had completely forgotten.
6. Harry decided he needed some training to change his behavior.

2. Over to you
1. What can a company do if it is behind schedule on a project? Is it always a good idea to increase number of people working on it?
2. What is your best personal tip on time management?









Answers:
1. Harry is a magazine journalist. Give him advice based on the ideas in the given material. The first one has been done for you.

2. You should avoid interruptions.
3. You should avoid distractions.
4. You shouldn’t aim for perfectionism when it isn’t necessary.
5. You should plan your day in advance.
6. You should go on a time management course.

2.  Over to you
· If a company is behind schedule on a project, it can employ more people on the project. But this may not always be a good idea, as the new people have to be told what to do. For example, software-writing projects that are behind schedule are often still not completed on time even if new programmers are found. 
· [bookmark: _GoBack]My best personal tip on time management is to concentrate on one task at a time and to finish it before starting another one.
