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Time Managment

Mrs.M.A .M.Rajkumar
B.A,Dip in Edu.

Good time management means defining priorities and scheduling activities.

01. Keys to effective time management

» Set targets for your group

» Set deadlines for target

» Design the appropriate structure and delegate.
» Ensure efficient use of resources

» Train and develop capacities and capabilities
» Develop team work for better results.

2. Daily performance time schedule

09.00-10.30  Peak energy time - schedule urgent and important activities

10.45-12.45 Prime time - schedule not urgent but important activities

01.15-03.15 Supervision time/ low energy time - schedule no urgent not
important routine and repeat task.

03.30-04.45 Review/Renew time - What completed / What not

completed
Give Priority Allocate time
Urgent and important not urgent not important
Urgentnot important not urgent not important
Delegate Say No

The three Rules for effective time management.

1. Don't Create impossible situation
2. Define Priorities.
3. Avoid distract.

Make time your friend not enemy Gawe) Sl a8 3



Define Your Priorities Using the 3 list Method.

All time management begins with planning use list to set priories, plan
activities and measure progress one approach is the 3 list method.

LIST -1 - The weekly Calendar.

Create a weekly calendar, make it your basic time budgeting guide list your
courses work, study time, recreation meal. T.V, relax etc. Plan to study first priority
classes when your best. Be flexible adopt your schedule to changing need keep your
schedule handy and refer to it opposite work change it.

LIST -2 -The Daily Things todo"

Write down all the things that you want to do today.
Note: Home work due or test or subject. You want to emphasize include
shopping and personal calls etc.

This list is a reminder use it to set Daily priorities and to reduce decision
making and worry If time is light moving items to your long term list.

LIST -3 - Goals and Other things.

This can be one or two list a monthly list and a long term list. Put down Your
goals and things. You have to do what do you want to accomplish over the next
month or year. What do you need to buy? Use this list to keep tract of all your
commitments if you're worried about some thing put it on this list to develop long
term goals and to free your mind to concentrate on today.

Effective Time Management for Excellent Performance

» Be always Punctual.

» In full control of yourtime.

» Utilize your time very efficiently.

» Always carry out work on the basis of your priorities.

» Maximize usage your peak energy period.

» Always eliminate all unnecessary and inappropriate task.

» Always have a plan to improve efficiency in handling routine matters.
» Prepare a daily "Things to do list"

Bawed Sofi &8l 3



» Not waste your time,

» Work according your short - medium and long term goals.
» Very systematic inall your activities.

» Work according to a well planned schedule.

» Complete all your task according to your schedule.

» Never postpone scheduled activities.

» Undertake a time audit every night.

» Prepare for tomorrow every night.

Time Consumer's Check List.

Problem Possible Remedies.
¢ TASK

01. Work pilling up - Set Priorities
- Setdeadlines
- Make realistic time estimate
- Most people under estimate
- Add 20% to your first guess.

02. Trying to do too much at once - Set priorities
-doone thing ata time
- Learn to say 'No' to yourself as well

as other people.
03. Getting involved intoo
much details - Delegate more
04. Postporting unpleasant task - Set time table and stick to it

- Get unpleasant task over with
quickly - you will feel better
afterward.

05. Insufficient time to think - Reserve blocks of time part of a day
or week for thinking. No paper
work no interruption.

%% PEOPLE

01. Constant interruption from

people callingintoyouroffice =~ - Use secretary to keep unwanted
visitors out.

Gaved 6 &5 3




- Make appointments and see that
people stick to them.

- Reserve block times when you are
not to be interrupted.

02. Constant telephone
interruption. - Get your secretary to interrupt
where appropriate divert calls.

- State firmly that your with call
block which convenient.

03. Too Much time spent in come - Decide in advance what you want to
achieve when you meet some one
and keep pleasantries to a
minimum at the beginning and
end.

- Concentrate on keeping your self
and other person to the point it is
too easy to divert or be diverted.

- Learn how to end meetings quickly

but not too brusquely.
% Paper Work
01.Flooded withincoming

paper -Get your secretary to sort it into
three folders action now, action
latter information.

- Take yourself off the circulation list

ofuseless information.

- Only ask for written memos and
reports which when really need
them.

- Encourage people to present
information and reports clearly and
succinctly

- Ask for summaries rather than the
whole report.

- Take a course in rapid reading

02. Too many letters /Memos
to write / dictate. - Use telephone more.
- Avoid individually typed

Gaued B &l 3 a



acknowledgments.

- Practice writing succinct yes / No
lets talk on the memos your receive
and return them to the sender.

03. Paper work pilling up -Doitnow.

- Set aside the first half or so in the
day to deal with urgent
correspondence.

- Leave a period at the end of the day
for less urgent reading,

- Aim to clear at least 90% of the
paper on your desk every day.

04. Lost/ mislaid papers - Arrange or get your secretary to
organize papers on current projects
in separate easily accessible
folders.

- Don't hang on to papers in your
pending tray clear it daily.

- Set up filing and retrieval system
which will enable you to get at
papers easily.

- Ensure that your secretary keeps a
day method of turning up papers.

-Keepatidy desk.
¥* Meetings.
01. Too much time spent
metting - If you set up the meeting avoid

regular in meetings when there is
nothing that needs saying regularly
revise all the meetings you hold
and eliminate as many as you can.

- Get your self taken off committees
If your presence is not essential or
if some one else is more
appropriate.

Gaved D6l &5 3



- As chairman: Set limits for the
duration of meetings and keep to
them cut out waffle and repetition
allow discussion but insist on
making progress have a logical
agendaand stick toit.

- As a member: Don't waffle don't
talk for the sake of talking don't
waste time scoring point or

boosting your ego.
% Traveling
01. Too much time spent on
travelint - Use the phone or post.
- Send some one.

- Ask yourself every time you plan to
go any where is my journey really
necessary?

- Plan the quickest way air rail or car.
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Electronic commerce in modern
Global Marketing Trend
K.Maatheepan

| S (HNDM)

Introduction

Electronic Commerce means. It is the pre - eminent buzzword of
online revolution. It can be described simply as "Doing business
electronically” It captures the excitement and focus of this fast
emerging market. E.Commerce will be the back bone of the new global
economy in this century, a market place which can be entered from
anywhere which can take its users anywhere, which can give access to
an unimaginably diverse range of products and Services.

The Internet has contributed largely to the involvement of e-
commerce in its present form and is accepted largely to the
involvements of e-commerce in its present from I is accepted today as
an essential feature in an E.commerce environment.

E.commerce is a business strategy and uses technology to
achieve business objectives. If improves external business relationships
and an evolution in the way companies interacts. E.commerce provides
information to facilitate delivery of goods and services and supports
change initiatives and reinforce business proussre - engineering.

Electronic commerce can be categorized into three areas,
Business - to - Business, Business to consumer I Business to
Government E-commerce. Although business to consumer
E.commerce is much talked about, business to business and business to
government are much larger than business to consumer e-commerce.

It is basically selling goods and trade services online over the
Internet. B2B E.commerce on the other hand involves supply chain
integration and management and formation of strategic alliances. B2G
E.commerce involves government tendering and procurement and
trade procedures such as customs.
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Advantages Of E.commerce

It is fast becoming advantageous for both the vendor and
consumer in today's fast moving and electroni-cally is connected
world. For many business, E.commerce is becoming the only option as
companies become more and more interested in expanding their
operations online. It includes the ability to expand into global markets
with a minimum of expenses. It decreases the cost of creating
processing, distributing, storing and retrieving paper - based
information.

E.commerce greatly enhances the speed at which transactions are
completed. Minimization of time spend in communicating, exchanging
information and documents results in increased efficiency in markets.
At the same time trading in an electronic environment necessitates
market players to be more efficient in all their activities such as decision
marking promofional activities and implementation of new strategies
inorder tohave their waves read to meet new demand.

The value -added created through E.commerce and the internet,
and the indirect effects on other sectors are likely to generate much new
employment. In the united states, Internet - related employment reached
almost 400,00 in 1998.

Let's improve our Information Technology (IT) I English
knowledges to face global environment successfully.
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My Country

Sivapatham Siththiravadevel Paran
Grade:- 09A

01. Sri Lanka is my country

02. It's a beautiful nation

03.Itisasmallisland

04. It is amango shaped country

05.1Itis in the Indian Ocean

06. Itisin the South - Eastof India

07.1tis an agricultural country

08.Itis adeveloping Country

09.1tisatropical country

10. Itis called the "pearl of the Indian Ocean"

11. Ithas dry and hot and wet climate

12. Ithas beautiful rivers, water - Falls, mountains and rocks

13. Itis more than with 8 millions of people

14. Sri Lanka has good sea - food resources

15. Ithas acres of tea and rubber estates

16. Coconut products and gems have great demand in our country

17. Our country has a natural harbour in Trincomalee

18. Our Country is a multi- religicus country

19.1tisamulti racial country

20. Sri Lanka has nine provinces

21.1thas Zoological garden and Botanical garden

22. It has sanctuaries for birds

23. Kumana and wilpattu are the famous sanctuaries

24.Sri Jaya warda napura kotte is the present capital of our country

25, T am avery good citizen of my courntry and I feel proud to say thatI am a Sri
Lankan.
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