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Introduction 

 

Abstract. The academic discipline "Time-management" will be useful to future managers, 

economists, financiers, those who are planning to upgrade personal efficiency and get time 

management skills. 

The main advantages of discipline are practical orientation and formation of skills of effective use of 

time to increase personal effectiveness. When teaching discipline, situational tasks, cases, training 

exercises, business games, presentations, etc. are actively used. 

The study of this discipline enables the student: 

to mastering technology of effective use of time; 

to apply time management techniques and tools to enhance personal efficiency; 

to organize time planning processes at the personal and corporate level; 

to set goals, prioritize processes between the processes taking into account the time factor and 

allocate tasks between performers and in time. 

The purpose and main objectives of the course: 

The purpose of this discipline is to create a system of basic knowledge, skills and practical skills for 

using tools to optimize time expenditures for effective achievement of goals and increase personal 

and professional efficiency. 

To achieve the goal, the following main tasks are set: 

familiarization with the main categories of time; 

acquisition of theoretical knowledge and practical skills in relation to the distribution and use of time 

resources; 

application in practice of knowledge of time management tools; 

formation of goals setting and prioritization; 

assimilation of the basis of delegation of authority as an instrument of effective time management. 

The competency: 
Studying discipline provides students with the ability to apply time management tools to effectively 

organize the business processes. 

Characteristics of the discipline 

Year 3 

Semester 5 

ЕСТS credits 5 

Final control сredit 

 
Structural-logical scheme of the discipline  

 

Prerequisites Postrequisites 

Microeconomics Management 

Macroeconomics Marketing 

 

Competences and results of discipline studying 
 

Competences Learning outcomes 

Ability to use tools to optimize time 

expenditures for effective achievement of goals 

and increase personal and professional 

efficiency. 

The ability to structure the individual time fund and 

time fund of an organization or subdivision 

Be able to identify internal and external time 

barriers and use the leveling tools of the abductors 

of time 

Ability to formulate goals, values and their details, 

to determine the priority of the tasks 
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Skills for selecting and applying time management 

methods and tools to enhance personal 

effectiveness, including software products. 

Knowledge and ability of effective delegation of 

authority in organizations. 

 
Syllabus of the academic discipline 

Content module 1. Time management tools 

 

Topic 1. The concept of time and its types.  

The concept of time. Types of time. Internal concepts of time. Historical development of time 

management. Individual time fund. Timeframe of the organization and its structure. 

 

Topic 2. Internal and external obstacles or "abductors of time" 

The basic law of time as a strategic resource. Competence of the manager in time. The 

competence of the organization in time.  

Internal and external time abductors. Classification of time expenditures. Ways to combat 

internal and external obstacles. 

Goals and Values. Defining their priorities. Smart goals. Formulating goals for short, medium, 

and long-term periods. Target-tool analysis. 

 

Topic 3. Inventory and time analysis 

The structure of the working day. Accounting and analysis of time expenditures. Time 

inventory tools. Planning time. 

Biological activity. Productivity and readiness for work. Working style 

 

Theme 4. Effective methods and tools of time management 
The effectiveness of time management. Methods and tools of time management. 

Eisenhower matrix. ABC analysis. Principle of Pareto. Kaizen system. Gantt chart. “To Do” 

form. Franklin's system. 

Time management tools. Choosing the optimal time management system. 

 

Topic 5. Delegation of powers as an effective time management tool 
Principles of delegation. Rules for effective delegation. Restrictions on the delegation of 

authority. Control of performers. Effective holding of meetings. Communicative competence. 

Preparation and control of delegation tasks.  

 
The list of workshops (seminars), as well as questions and tasks for independent work is given 

in the table "Rating-plan of the discipline". 

 

Teaching and learning methods 

Teaching the discipline involves the use of such teaching methods as Explanatory-illustrative 

method, Problem statement method, Heuristic method and modern educational technologies, such as 

Lectures of a problematic nature (Theme 1, 3, 5), Mini-lectures (Theme 1, 4), Work in small groups 

(Theme 1-5), Presentations (Theme 2 – 5), Project work method (3 – 4). 

 

Evaluation procedure of training results 

 

The evaluation system takes into account the types of students’ activities, which according to 

the curriculum include lectures and workshops as well as independent work. Evaluation procedure of 

the students’ competencies is carried out on using a 100-point accumulation system. Evaluation 
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procedure includes current semester control is carried out during lectures and workshops according to 

the curriculum schedule. It’s estimated by amount of points received (maximum – 100 points; 

minimum, – 60 points). 

Assessment of knowledge during monitoring includes the following: 

active work in a lecture provides 1 point for each lecture lesson and provides for participation 

in discussions in the audience, the ability to substantiate one's position on issues (15 points); 

active work in a practical lesson the protection of the results of task performance provides 1 

point for each practical lesson and provides for participation in discussion and research in the process 

of performing individual tasks and tasks submitted for consideration in the classroom (15 points); 

current tests on subjects of the discipline are carried out according to the options posted on the 

website of personal training systems of Simon Kuznets KhNUE and are estimated at a maximum of 10 

points (20 points);  

competence-oriented tasks provide 15 points;  

completing the assignment for independent work and presentation of its results provides 5 

points for the assignment (20 points); 

the group competence-oriented assignment in form of training is estimated at a maximum of 5 

points each (15 points). 

The evaluation procedure of training results is carried out according to such criteria: 

understanding, assimilation level of the theory and methodology of problems, actual material of 

the discipline; familiarization level on the recommended literature, as well as the modern literature on 

the actual issues; the ability to combine theory with practice in simulated production situations, in 

decision-making situations, during solving tasks process, performing calculations for individual tasks 

and workshops submitted for consideration in an audience; logic, structure, style of presentation of 

written works and speeches, ability to substantiate their own position, to generalize information and to 

draw conclusions; the arithmetic correctness of the individual and complex task; the ability to conduct 

a critical and independent assessment of problem issues; the ability to explain alternatives and defend 

their own position, their own point of view on problem issues. 

General criteria for evaluation procedure for independent work: the depth and strength of 

knowledge, the ability to systematize knowledge on specific topics, the ability to make informed 

conclusions, the understanding of the categorical apparatus, the ability to use skills and techniques to 

perform practical tasks, the ability to find the necessary information, to systematize it and make 

processing procedure, self-realization at workshops. 

Final control carried out on the basis of current semester control.  

A student is certified if the sum of the points earned on the results of the final / semester control 

is equal to or exceeds 60. The result in points is entered in the "Transcript of Records" for the 

academic discipline. 

 

Evaluation Scale: national and ECTS 

 

The amount of points for all 

types of educational activities 

ECTS Score 

Scale 

National Score Scale 

for exam, course project (work), internship credit 

90 – 100 А excellent 

credited 

82 – 89 B 
good 

74 – 81 C 

64 – 73 D 
satisfactorily 

60 – 63 E 

35 – 59 FX 
unsatisfactorily not credited 

1 – 34 F 
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Rating-plan of the discipline 

 

Theme Forms and types of education Evaluation 
Max 
point 

Theme 1 

Classroom work 

Lecture 
The concept of time and its types. 

 
discussion activity  

Workshop 
Game situation: “Day with schedule, 

day without schedule? 
group work 6 

Independent work 

Preparation for classes 
Theoretical material review, literature 
review  

  

Classroom work 

Lecture 
Individual time fund. Timeframe of 

the organization and its structure 
discussion activity  

Workshop Task: Personal values. group work 6 

Independent work 

Preparation for classes Preparation to workshop  individual survey  

Classroom work 

Lecture 
Individual time fund. Timeframe of 
the organization and its structure 

discussion activity  

Workshop 
Task: Individual time fund. Day 

monitoring  

group work, 

presentation 
6 

Independent work 

Preparation to classes Preparation to workshop   

Theme 2 

Classroom work 

Lecture 
Competence of manager and 

organization in time 
discussion activity  

Workshop 

Cross-cultural differences in attitude 

to time. Specific of mixed teams and 

impact of time attitude to the results.  

group work, 
presentation 

6 

Independent work 

Preparation for classes Preparation to workshop  individual survey  

Classroom work 

Lecture 
Internal and external obstacles or 

"abductors of time" 
discussion activity  

Workshop 
Training: Goals and Values. SMART 

goals 
group work 6 

Independent work 

Preparation for classes Preparation to workshop    

Classroom work 

Lecture Internal and external time wasters discussion activity  

Workshop Attitude to time group work 6 

Independent work 

Preparation for classes Preparation to workshop    

 

Classroom work 

Lecture 
Internal and external obstacles or 

"abductors of time" 
discussion activity  

Workshop Discussion: Procrastination 
group work, 
presentation 

6 

Independent work 

Preparation for classes Preparation to workshop  `  

Theme 3 

Classroom work 

Lecture Inventory and time analysis discussion activity  

Workshop 

Mini-lecture: Analysis of time 

expenditures.  

Training: Productivity and readiness 
for work. Working style 

group work 6 
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Independent work 

Preparation for classes Preparation to workshop   

Classroom work 

Lecture Time inventory tools. Planning time. discussion activity  

Workshop Current test Theme 1-3 individual testing 10 

Independent work 

Preparation for classes Preparation to workshop  individual survey  

Theme 4 

Classroom work 

Lecture 
Effective methods and tools of time 

management 
discussion activity  

Workshop 
Eisenhower matrix. ABC analysis, 

Franklin system 

group work, 

presentation  
5 

Independent work 

Preparation for classes  Preparation to workshop   

Classroom work 

Lecture 
Effective methods and tools of time 

management 
discussion activity  

Workshop 
Time-management tools and 
applications 

group work 5 

Independent work 

Preparation for classes Preparation to workshop    

Classroom work 

Lecture 
Effective methods and tools of time 
management 

discussion activity  

Workshop 
Discussion: Procrastination and 

mitigation 
presentation 5 

Independent work 

Preparation for classes Preparation to workshop  individual survey  

Classroom work 

Lecture 
Effective methods and tools of time 

management 
discussion activity  

Workshop 
Kaizen system. To do list. 

Prioritization tools 
group work 5 

Independent work 

Preparation for classes Preparation to workshop    

Theme 5 

 

Classroom work 

Lecture Effective delegation discussion activity  

Workshop 
Training: Effective delegation of 

responsibilities 
group work 6 

Independent work 

Preparation for classes Theoretical material review   

Classroom work 

Lecture Effective delegation discussion activity  

Workshop Task: Delegation tools group work 6 

Independent work 

Preparation for classes Preparation to workshop    

Classroom work 

Lecture Effective delegation discussion activity  

Workshop Current test Theme 3-5 individual testing 10 

Independent work 

Preparation for classes Theoretical material review   
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