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ABSTRACT 

This article explores the significance of time management in achieving a harmonious balance 

between work and personal priorities. In today's fast-paced world, finding equilibrium between professional 

and personal responsibilities is a challenge that often leads to stress and burnout. Effective time management 

plays a crucial role in work-life balance, enabling individuals to regain control over their time and enhance 

overall well-being. By identifying and prioritizing personal goals and values, individuals can assess their 

work commitments and time demands. Implementing practical time management techniques, such as goal 

setting, creating realistic schedules, and utilizing productivity tools, allows individuals to optimize their 

productivity and minimize distractions. Establishing boundaries and managing expectations is essential in 

balancing work and personal time, and it is important to carve out dedicated personal time for self-care and 

relaxation. By embracing effective time management, individuals can create a fulfilling and balanced 

lifestyle, reducing stress and nurturing personal well-being in the process. 
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1. INTRODUCTION 

Effective time management is a critical skill for achieving a healthy work-life balance. Finding 

equilibrium between professional and personal responsibilities can be challenging. The influence of time 

management on achieving a harmonious balance between work and personal priorities. By understanding the 

importance of effective time management and implementing practical strategies, individuals can reclaim 

control over their time, reduce stress and enhance overall well-being. Many individuals find themselves 

overwhelmed and struggling to effectively manage their time, leading to stress, burnout and a diminished 

quality of life. However, by adopting effective time management strategies, it is possible to strike a 

harmonious balance between professional commitments and personal well-being. Time management refers 

to the process of planning, organizing, and controlling how we allocate our time to various tasks and 

activities. It involves setting priorities, managing distractions, and making conscious choices about how we 
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spend our time. When it comes to balancing work and personal priorities, time management becomes even 

more critical.  

Finding equilibrium between work and personal life is essential for several reasons. It promotes 

overall well-being and helps prevent burnout. When individuals consistently prioritize work over personal 

life, they neglect their physical and mental health, leading to increased stress levels and decreased 

productivity. Maintaining a healthy work-life balance allows individuals to nurture relationships, pursue 

hobbies and engage in activities that bring them joy and fulfilment.  

2. REVIEW OF LITERATURE 

Davis Mkoji & Damary Sikalieh (2012) have demonstrated that emotional stability, agreeableness, 

openness to experience and extraversion are the personality traits that predict work performance most 

accurately. The conscientiousness personality trait dominates the workforce at Kenya Medical Research 

Institute. Therefore, personality can be used to predict other factors connected to the workplace, such as job 

performance and job happiness. In addition to the aforementioned, it is advised that KEMRI take personality 

tests into account while hiring employees. 

Rajesh Vaidya, Vinod Wanjari & Nitin Shirigirwar (2013) have found that the majority of 

employees successfully manage the organization's workforce diversity, while a small number of employees 

have assumed, adjusted, and are eager to work and successfully harness this diversity. Encouraging staff to 

take overseas assignments, providing foreign language training and teaching employees to be sensitive to 

cross-cultural differences are the three most crucial measures used by organisations to improve inclusivity. 

Hudson Jr. (2014) investigated how a diverse workforce can help an organisation innovate. The 

researcher contends that increasing an organization's use of the fairness paradigm will increase employee 

innovation. It demonstrates a causal link between workforce diversity and innovation. 

Won et. al. (2020) indicated that the heterogeneity of workers appears to be a crucial component in 

the construction industry; as a result, a diverse staff must increase the company's productivity. The 

productivity of the company may be impacted by several aspects of diversity in a workplace where diversity 

is encouraged and supported. The goal of the study is to investigate the effects of a diverse workforce's 

project productivity performance on the chosen Singaporean businesses. 

Ross (2011) explains the complicated and dynamic relationship between culture, diversity, conflict, 

and peace. This makes it clear that certain conflicts in the structure of the globe include groups that are 

relatively similar culturally. Today, many nations have created means of collaborating and operating in 

harmony with a workforce that is culturally diverse. It was determined that worker diversity is a major issue 

for all organisations. 

3. INFLUENCE OF TIME MANAGEMENT  

The effective time management leads to increased efficiency and productivity in both professional 

and personal realms, enabling individuals to accomplish more in less time. However, achieving a healthy 

work-life balance requires conscious effort and the implementation of effective time management strategies. 

This study aims to provide practical tips and techniques to help individuals strike a balance between work 



www.ijsrmst.com 

 

International Journal of Scientific Research in Modern Science and Technology (IJSRMST)           (19) 

and personal priorities. By adopting these strategies, individuals can regain control of their time, reduce 

stress, and create a more fulfilling and satisfying life. Whether you are a working professional, a student, or 

someone looking to enhance their time management skills, this guide will provide valuable insights and 

actionable steps to help you achieve a harmonious integration of work and personal life. 

• Prioritization: One of the key factors in effective time management is prioritizing tasks and 

activities. It involves identifying what is most important and urgent and allocating time accordingly. 

Balancing work and personal priorities requires individuals to determine their core values and goals 

and make conscious decisions about how they spend their time. 

• Time Awareness: Being aware of how we spend your time is crucial for managing it effectively. It 

involves tracking and analyzing the daily activities to identify time-consuming tasks or activities that 

can be minimized or eliminated. Time awareness helps individuals identify patterns, make necessary 

adjustments, and allocate time for both work and personal life. 

• Goal Setting: Setting clear and achievable goals is essential for effective time management. By 

defining specific, measurable, attainable, relevant, and time-bound goals, individuals can align their 

activities and tasks with their priorities. Setting both short-term and long-term goals helps create a 

sense of direction and purpose, enabling individuals to balance work and personal commitments 

effectively. 

• Boundaries: Establishing boundaries is crucial for maintaining a healthy work-life balance. It 

involves setting limits on work-related tasks, such as not checking emails after a certain time or 

designating specific hours for focused work. Setting boundaries allows individuals to create 

dedicated time for personal activities, relationships and self-care. 

• Delegation and Outsourcing: Delegating tasks at work and outsourcing personal responsibilities 

can help alleviate the burden and create more time for important priorities. Delegation requires 

effective communication and trust in others' abilities, while outsourcing personal tasks may involve 

hiring professionals or seeking assistance from family and friends. 

• Time Blocking and Scheduling: Blocking out specific periods for different tasks and activities can 

greatly enhance time management. By creating a schedule or using time management tools, 

individuals can allocate dedicated time slots for work-related tasks, personal activities, self-care, and 

relaxation. Time blocking helps create a structured routine and reduces the likelihood of 

overcommitting or neglecting important priorities. 

• Flexibility and Adaptability: Balancing work and personal priorities requires flexibility and 

adaptability. Unexpected events, changes in workload, or personal emergencies may disrupt the 

planned schedule. Being open to adjusting plans and rearranging priorities when necessary allows 

individuals to accommodate unforeseen circumstances while maintaining a healthy balance. 

4. OBJECTIVES OF THE STUDY 

� To implementing practical time management techniques. 
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� To optimize employees productivity and minimize distractions.  

5. HYPOTHESIS OF THE STUDY 

• There is a relationship between adapting time management strategies to changing circumstances 

and employee productivity. 

• There is a relationship between poor time management and work-life imbalance. 

6. ANALYSIS AND INTERPRETATION 

a. Reliability Statistics 

Table: 1 

Reliability Statistics 

Cronbach's Alpha N of Items 

.914 9 

The Cronbach's Alpha value of the factors of time management is 0.914, which is more than 0.7. 

Therefore, the reliability of the question is proved.  

b. KMO and Bartlett's Test 

Table: 2 

Kaiser-Meyer-Olkin Measure of Sampling Adequacy. .861 

Bartlett's Test of Sphericity Approx. Chi-Square 819.615 

df 36 

Sig. .000 

KMO and Bartlett’s test is used to measure the sampling adequacy of the variables. The KMO test 

value is 0.861 which is more than 0.5, so that it can be considered as acceptable and valid to conduct data 

reduction technique. 

c. COMMUNALITY TABLE 

Table: 3 

 Initial Extraction 

Dealing with unexpected disruptions and managing time 

effectively 

1.000 .804 

Adapting time management strategies to changing 

circumstances 

1.000 .832 

ISeeking support and guidance when needed 1.000 .781 

Communicating personal boundaries with colleagues and 

supervisors 

1.000 .635 

Creating a realistic schedule and allocating time blocks 1.000 .564 

Examining the consequences of poor time management on 

work-life balance 

1.000 .743 

Evaluating work responsibilities and time-consuming tasks 1.000 .753 

Defining and categorizing personal priorities 1.000 .694 

feel satisfied with my current job 1.000 .733 

Extraction Method: Principal Component Analysis. 
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Initially all variables in the communality table is expected to share 100% variance. Thus, initial value 

of each items is 1.00 which means 100% variance share by each item. The extraction value is ranging from 

0.564 to 0.832 which shows that minimum variance share of item after extraction is 56.4% and the 

maximum variance share of item is 83.2%.   

d. TOTAL VARIANCE EXPLAINED 

Table: 4 

Compon

ent 

Initial Eigenvalues 

Extraction Sums of Squared 

Loadings 

Rotation Sums of Squared 

Loadings 

Total 

% of 

Variance 

Cumulative 

% Total 

% of 

Variance 

Cumulati

ve % Total 

% of 

Variance 

Cumulative 

% 

1 5.440 60.444 60.444 5.440 60.444 60.444 4.027 44.747 44.747 

2 1.101 12.228 72.673 1.101 12.228 72.673 2.513 27.926 72.673 

3 .636 7.065 79.738       

4 .534 5.933 85.670       

5 .334 3.710 89.380       

6 .323 3.592 92.973       

7 .256 2.839 95.812       

8 .240 2.667 98.479       

9 .137 1.521 100.000       

Extraction Method: Principal Component Analysis. 

Total variance contributed by first component is 44.747 and the second component is 72.673. There 

are two distinct components having the Eigen values greater than 1 from the given set of variables. Eigen 

value for factor 1 is 5.440 and factor two is 1.101. 

Chart: 1 
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Table: 5 

One-Sample Statistics 

 N Mean 

Std. 

Deviation 

Std. Error 

Mean 

Dealing with unexpected disruptions and managing time 

effectively 

135 3.75 .861 .074 

Adapting time management strategies to changing 

circumstances 

135 4.06 .699 .060 

Seeking support and guidance when needed 135 4.08 .783 .067 

Communicating personal boundaries with colleagues and 

supervisors 

135 4.13 .727 .063 

Creating a realistic schedule and allocating time blocks 135 4.10 .831 .072 

Examining the consequences of poor time management on 

work-life balance 

135 4.13 .757 .065 

Evaluating work responsibilities and time-consuming tasks 135 4.22 .760 .065 

Defining and categorizing personal priorities 135 4.24 .738 .063 

feel satisfied with my current job 135 4.08 .864 .074 

The mean value of above nine variables ranges from 3.75 to 4.24, standard deviation range from .699 

to .864 and standard error mean is estimated within the limit .060 to .074. The below table indicates ‘t’ test 

value. 

Table: 6 

One-Sample Test 

 

Test Value = 0 

t df 

Sig. (2-

tailed) 

Mean 

Difference 

95% Confidence Interval of 

the Difference 

Lower Upper 

Dealing with unexpected disruptions and managing 

time effectively 

50.555 134 .000 3.748 3.60 3.89 

Adapting time management strategies to changing 

circumstances 

67.447 134 .000 4.059 3.94 4.18 

Seeking support and guidance when needed 60.584 134 .000 4.081 3.95 4.21 

Communicating personal boundaries with colleagues 

and supervisors 

65.924 134 .000 4.126 4.00 4.25 

Creating a realistic schedule and allocating time 

blocks 

57.374 134 .000 4.104 3.96 4.25 

Examining the consequences of poor time 

management on work-life balance 

63.298 134 .000 4.126 4.00 4.25 

Evaluating work responsibilities and time-consuming 

tasks 

64.577 134 .000 4.222 4.09 4.35 

Defining and categorizing personal priorities 66.846 134 .000 4.244 4.12 4.37 

feel satisfied with my current job 54.867 134 .000 4.081 3.93 4.23 
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It was ascertained from the above table, the range of T values = 50.555 to 67.447. The above ‘T’ 

values are statically significant and presented with two-tailed significance. It was ascertained from the above 

table the employees strongly agreed that time management is most important for organizational productivity. 

7. FINDINGS 

� The work-life integration approach acknowledges that work and personal life can coexist and 

supports a more flexible and holistic approach to time management. 

� Successful time management relies on identifying and prioritizing the most important tasks and 

activities.  

� It's crucial to differentiate between urgent and important tasks, allowing individuals to focus on high-

priority items that align with their values and goals. By making conscious choices about how time is 

allocated, individuals can ensure that both work and personal priorities receive appropriate attention. 

� Establishing clear boundaries is essential for managing time effectively. 

� Taking care of one's physical, mental, and emotional well-being is crucial for effective time 

management.  

� Neglecting self-care can lead to decreased productivity and overall satisfaction.  

� Prioritizing activities such as exercise, relaxation, hobbies, and quality time with loved ones 

enhances overall well-being and supports a balanced approach to time management. 

8. CONCLUSION 

Achieving work-life balance is an ongoing process that requires mindful attention to time management. 

By recognizing the influence of time on both work and personal life, individuals can proactively design their 

schedules, prioritize tasks and maintain boundaries to foster a fulfilling and balanced lifestyle. Embracing 

effective time management techniques empowers individuals to reclaim control over their time, reduce 

stress, and nurture personal well-being in the midst of professional demands. By considering these factors 

and implementing effective time management strategies, individuals can better navigate the demands of 

work and personal life, leading to increased productivity, reduced stress, and an improved overall sense of 

well-being.  

In conclusion, effective time management and balancing work and personal priorities require a proactive 

and intentional approach. By prioritizing, setting boundaries, nurturing self-care, maintaining flexibility and 

leveraging technology wisely, individuals can achieve a more harmonious integration of work and personal 

life, leading to increased productivity, well-being, and overall satisfaction. Balancing work and personal 

priorities is an ongoing challenge in our fast-paced world. However, with effective time management 

strategies, individuals can achieve a healthier and more fulfilling work-life integration. Throughout this 

guide, we have explored various factors that contribute to successful time management and finding a balance 

between work and personal life. 
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