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Time is aquitable: it respects no
one. Everyone receives 24 hours a
day, 168 hours a week, regardless
ot origin, position in life or
particular circumstances.
BEN L.WALTON

TiME

Time, the good old memories we recall with nostalgie, and the future
we are longing for. it sometimes tlies, sometimes does not pass. Does time control us or is it controlled by us ? This is a question worth debating
on. But; let us leave philosophy, give up dreams, and arrive in today from
yesterday.
The best way formen to achieve their aims is to institute their activities in the fom ot organizations. These organizations need to have certain
resources to better themselves and go ahead with their activiti~s. One of
these resources. which is quite different _than others, is time. Directors.
who are responsible tor utilization of existing resources in these organisation~. have to use time in the most efficient way if they want to be successful. The thing is; although time is valuable, it cannot be augmented.
Time is a period in which an action takes place. will take plac~ or has
been taking place. Or, it is a certain period which is needed to fulfill something.
There is difference between the time which is indicated by clocks and
the time perceived by us. Sometimes minutes pass too slowly, sometimes
ever so quickly. Therefore. there is clock time which is real. and psychological time which is suojective.
Reai or objective time is clock time, it can be measured and observed. To do this; measurements are based on physical phenomena such
as the movements of heaveniy bodies which occur reqularly, ör they are
based on artificially created movements by clocks. The most sophicticated method to measure real time is to observe the movements of sezium
atom which oscillates 9.192.631. 770 times in a second.
We have detinite units which enable us to measure objective time, on
the other hand, it is much more difficult to comprehend and measure subjective time as quaiity is more important than quantity. Subj.ective time can
change , it is depandent upon circumstances. For instance. the chess may
appear to be so siow for someone who is not interested in the game. for
the players time flies. in the same way, when we are absorbed in a film
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on the television, we forget the real time. To perceive time as being long
or short i~ dependent upon our interest we show. The density of an event
may also have an influence on how we perceive time. lf density is high,
time will pass, fast.
·
in sociology, time is concerned with everybody, rather than being individoal. That is to say, time is composed by society. The concept of time,
which is infinite, exists in human hind. The time organised in this way, belongs not to an individual, but it is the objective time of all people who are
in a certain civilization. Time is divid~d into periods as day, week, montli,
year, ....... it is on equivalent of religious rituals, feasts, ... on social base.
Calender shows the repetition of collective social actions with intervals and
allows them to be set in a certain order.
in economics, if we look at productive factors such as labour, capital,
natural sources and enterprise, we see that their shares are calculated with
time. Workers join the production tora certain period, and consequently
they draw their salary or wages. The interest, which is taken from production by capital, ·is on equivalent of the use capital in a certain period such
as 1 month, 6 months, 2 years, ... Natura! sources also have a share on
equivalent of being utilized fora certain period such as 1 year, 5 years, ...
The part of enterprising, namely profit, is the qantity of money which rests
after the expenses for production and productive factors mentioned above are subtracted. This quantity will change according to the periods in
which sources are utilized.

TiME MANAGEMENT
Mainly three methods have been used for time-planning:
1- A daily fist of jobs which have fo be done is formed, then each of
the items in the list is carried out.
2- Priority is given to urgent subjects.
.
3- Piles of work are distributed in an organized form.
Although the methods mentioned above have been successfully performed, stili they have received a good deal of criticism at times. Some
economists, namely Vilfredo Pareto, P.Drucker and Merrill Douglass have
suggested that these methods and techniques should be changed and replaced by more developed methods. ·
in fact these methods ali have weak points though they appear to be
suocessfull superficially, and these weak points can be realized easily when
they are studied.
1- Where is mistake ? Everywhere. As Drucker determines, work and time
have to be in equilibrium. Time is a constant element, on the contrary, work
is not. Work can be given different shapes, its form can be changed, it
can even be divided. Therefore, work should be arranged according to time. it is no good to be absorbed in daily jobs completely.
Time has to be planned in a realistic way so as to carry out work
properly.
2- lf work is urgent, it is important, is .it not? No, not necessarily.ls it you,
your boss, your secretary, your neighbour, worker or client who talks abo-
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ut urgency? Urgency is something which needs to be paid prompt attention . But who demands prompt attention? What kind of connection does a
piece of work have where serring to a certain purpose is concerned? Merril C.Douglas, the writer öf "Arrange your time your business, and yourself"
answers this question by emphasizing "Matrix relationship" between urgent and important matters.
Correlation can be roughly expressed like this: "Urgent matters can
be important, but this is not certain.'' Douglas proposes four possible relationships in this subject:
·
·
a) Matters can be both imP'ortant and urgent. (You are faced to lose
your best client).
b) Matters can be important, but not urgent. (Strategical planning of
next three years)
c) Matters can be urgent, but not important. (Most of the telephone
calls)
·
d) Matters can be neither important nor urgent. (Aimless conversation about
soccer results of recent'weeks .)
Douglas states that important matters (relevant to purpose) must come before the matters which appear to be urgent, because to show too
much interest towards urgent matters do not leave time to the matters which
are really important.
3- Pareto considered this matter for the first time about a hundred years
ago. in his opinion, in a group of work only a little part of it has importance
compared with the rest. Pareto's principle is: "The important part of the
work has to be paid more attention ." Therefore, the third method for timeplanning is not sufficient to serve the purpose either, for it gives the same
importance to every part of work.
Now that these three methods are being criticized for having weak points and gaps mentioned above then, what has to be done for bett~r methods or what are the alternatives? What kind of methods will be effectual
to arrange my time?
in arranging time, first thing to be done is to determine how to use
time. Funny enough, a great number of people believe they are good at
it. But, if facts are recorded in a form of time-table, result will be a warning
only. Here are the consequences of such a time-table:
- Quick decisions on important matters which are likely to be wrong.
- Telephone conversations which lasts too long.
- Unnecessary intervaıs· such as visits, chats, ..
- lnconsequential subjects which take time.
- Too much bureaucracy and formalities.
- Absence of leisure time to spend on thinking and planning.
in arranging time, these suggestions can be mentioned:

1- a) PREPARE A TIME-TABLE
Use a date book, a notebook or a. simple writing pad and write down
what you .do at intervals of halfan hour. Keep a record of your activities
on a weekly base.
·

269

b) LOOK OVER YOUR TJME-T ABLE OCCASIONALL Y

Summarize the results. Find out how long you have spent on important things and calculate loss of time.
c) ASSESS RESUL TS

Do you really spend your time on the subjects which are conducieve
to reach your aims? lf you come to the conclusion that you have had a
bad use of time, it is mainly because you have been held up by others.
The solution is to spend möre and more time on important subjects.
Almost every day your time is mainly occupied with these activities:
- Correspondence . (They ali need to be read and signed)
- Meetings
- Face to face negotiations, finding solutions to the problems and
giving advice.
- Telephone conversations, visitors.
To save time, examine each activity carefully and avoid wasting time.
2- Ask yourself whether you have to look over ali correspondence.
The fact that they have been sent to you, does not mean you have
to spend so much of your time on them. Make a list of aıl documents you
have received and arrange them in groups, taking priority into consideration. Spend less and !ess time on the groups which have :ess importance.
in this·time you will have the opportunity of giving more time to more important ones.
3- Meetings also may cause to lose a great deal of time. Long discussions without any consequence is only a waste of time. To avoid this waste
ot time, th.e points to be debated at the meeting shouid be specified betorehand and everybody who is to join the meeting should be informed of
them. it is essential that the chairman should dominate the meeting. Otherwise, the aims will be lost and it will al.I become a beating-about-thebush. lt is advisable to hold ali meetings in a room without teıephone. in
a research it was found out that 3864 times telephone rang and 3309 times visitors or personnel interfered during a period ot total 1000 hours.
All items in the agenda should be clearly specifiea before the meetin.g
held. And everybody who is to join the meeting should know the agenda
betorehands. Therefore, the agenda should be forwaraed to everybody so
that preparations may be made. Any document or information concerning
the subject should alsa be forwarded to everybody, as it will be conducieve to increase the efficiency in the meeting.
The aim and the period of the meeting should alsa be clearly stated
in the agenda.
The main duty ofa chairman is to ensure that everyboay i<eeps to the
subj~ct, He should stop unnecessary and timeconsuming discussions which
are beside the point and out ot agenda. it is also important that the meeting should start in time.
4- How long can you spare for visitors?
(To talk to them, to solve problems, to give advice.) You should also take

is
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this into consideration when you do time-planning.
Do you have to receive everyone who wants to see you. Of course
not. Most of your visitors can in fact teli their problems to someone else.
lf you have more important things to do, this is a good reason to limit the
number of your visitors.
5- Arrange your telephone conversations.
Do not become a slave of your telephone. Arrange the phone calls
you have to make in groups. Avoid being disturbed by the phone calls when
you work on something important. (Employ someone to answer them) lf
you have to make daily calls, try to determine a certain period of time. Before you make the call, put your thoughts in an order first.
6- in time-planning, it is alsa helpful if you start to drop your old habits.
You can find aut new suggestions far management by changing sew words
only. Then, the appearance will be so:
- Make a list of what you have to do every day, then determine the
items which have priority and do the timing. And work rationally on each
item.
- Start with really important subjects first, not with subjects which appe,
.
ar to be important.
lf there are units which cause constant delays, they and their functions should be examined and the necessary measures should be taken at
ence. Otherwise, delays will prolong the total time far production.
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