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ABSTRACT

One of the major priorities for most organizations today is the need to improve on
employee productivity. Insurance firms have in the recent past experienced low levels
of employee productivity, KNBS (2019). Prevalent issues of concern being
absenteeism, prolonged unproductive meetings, failure to delegate, procrastination,
poor quality of work, lack of professionalism, burn out amongst others. This study
therefore sought to shed light on time management tendencies and its effects on
employee productivity at the Heritage insurance company limited Nairobi, Kenya. To
achieve this, the study investigated the effects of goal setting, planning behaviors,
scheduling and prioritizing on employee productivity. The study was anchored on the
Pareto principle theory (80:20 rule) and also used the Lock & Latham’s Goal setting
theory to further advice the goal setting variable. To achieve the study objectives, the
researcher used explanatory research design and employed quantitative method
approach. The target population was ninety (90) staff of Heritage Insurance. Since the
population in this study was small, census design was used. Data collection was carried
out by use of questionnaires which were self-administered through drop and pick
method. The data collected was analyzed quantitatively; using descriptive methods and
inferential statistics. Regression results showed the beta values as follows; goal setting
=0.401, planning behavior =0.192, scheduling p=0.314 and prioritization $=0.044
which means that a unit change in goal setting results in 0.401 units increase in
employee productivity; while a unit change in planning behavior results in 0.192 unit
increase in employee productivity, a unit change in scheduling results in 0.314 unit
increase in employee productivity and finally a unit change in prioritization results in
0.044 unit increase in employee productivity. This indicated that there was a positive
relationship between time management tendencies and employee productivity. More
so, that goal setting and scheduling tasks were statistically significant to the prediction
with p values of 0.000 and 0.000 respectively while planning behavior and prioritization
did not show any significance with p values of 0.082 and 0.606 respectively. It further
showed R? = 0.610, which means that the predictor variables; goal setting, planning
behavior, scheduling tasks and prioritization explains 61.0% of the variability of the
dependent variable; employee productivity. This study concluded that goal setting
allows employees to have a time frame to plan and deliver on their work effectively,
similarly, scheduling ensures employees remained focused on assignments. This study
recommends that employees use scheduling and goal setting approaches in the
execution of their duties, and that employees be given autonomy to set goals and
schedule tasks towards the achievement of their objectives.
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OPERATIONAL DEFINITION OF TERMS

Employee Productivity: This is a summary measure of the quantity and quality of

Goal Setting:

Planning:

Prioritizing:

Scheduling:

work performance, with resources utilization taken into
account. It can be measured at the individual; group, or
organizations level, Moreover productivity may be
expressed as success into dimensions of organizations

performance, effectiveness and efficiency

this is the process of deciding what needs to be accomplish

and devising a plan to achieve the results desired.

It is the process by which managers establish goals and
define the methods or ways by which these goals can be
attained. It involves deciding in advance what to do, how to

do it, when to do it, and who is to accomplish it.

It means working on the most important tasks first no matter
how tempted you are to get a lot of less essential tasks out

of the way.

It is the arrangement that facilitates effective utilization of
time and resources. It consists of lists of times at which

possible tasks, events or actions are intended to take place.



CHAPTER ONE
INTRODUCTION
1.0 Overview
The chapter highlights the background of the study, the statement of the problem,

objectives of the study, hypothesis, significance and scope of the study.

1.1 Background of the Study
“Enhancing employee productivity and subsequent organizational performance is vital
in any organization as a going concern (Newstrom & Bittel, 2012) and identifying
factors that influence productivity is a prerequisite to improving performance. Over the
years, researchers have found that employee productivity is affected by relatively few
influencers, and workers are generally aware of what those influencers are (Williams,
2013). In being aware of the specific productivity limiters operative in a workplace can
yield opportunities for significant productivity gains in organizations. Companies that
recognize and encourage increased productivity are likely to be more successful than

their counterparts in the same field (Sahay, 2015).”

“Organizations that are aligned to service delivery must broaden their examination of
productivity from the conventional organization-oriented perspective, including
employee productivity to a dual organization — customer perspective (Hankin, 2014).
This broadened approach can help reconcile conflicts between improving service
quality and boosting productivity (Sahay, 2015). Enhancing employee productivity has
been one of the most important goals for many organizations. Consequently higher
levels of employee productivity provide an organization and its employees with various
advantages. For example, higher productivity leads to favorable economic growth, large

profitability and better social progress (Sharma & Sharma, 2014).”



“Moreover, employees who are more productive can obtain better wages/ salaries, better
working conditions, and favorable employment opportunities. Additionally, higher
productivity tends to maximize organizational competitive advantage through cost
reductions and improvement in high quality of output (Baily et al., 2015; Hill et al.,
2014; Wright, 2014). It is evident that having the necessary tools and techniques in
regards to time management not only contributes to an organizations efficiency,
effectiveness and overall productivity but also imparts discipline to an individual to

being in control and to overall self-efficacy.”

“Khaled (2015) in a survey on effects of time management on the efficiency of
employees of National Oil Corporations in Cyprus found that in time management,
training and planning influence positively on employee productivity. In United State of
America (USA), Blanchard and Johnson (2013) concluded that it is equivocal that the
organization as a whole has to be fully equipped in integrating the relevant time
management strategies for there to be effectiveness and efficiency in realizing the
organization’s goals and objectives. Theresa (2016) affirms that United Kingdom (UK)
businesses would be £750 million better off each year if only they could help employees
manage their time more effectively. She further reiterated that less than 60% of the
working day is spent on productive activity and that email is a big time waster, with the

result that UK businesses lose £1.5 billion a year.”

“Rau et al. (2011) conducted a study on the differences in time management and
employee productivity between the Chinese, Germans and Japanese. They chose three
different cultures that represent different stereotypes: Germans are often described as
being very accurate and precise, the Chinese represent a traditional East Asian culture

and are often perceived as relaxed in terms of plans and deadlines, while the Japanese


https://hrcak.srce.hr/219965#r14

culture is an East Asian culture that is known for the efficiency of time usage, especially

in the manufacturing industry.

“The results of the research show that Germans use time management activities more
often than do the other two groups, followed by the Japanese and finally the Chinese.
The Germans and Japanese also carry out goal setting and prioritizing more
often. Chen, Rau and Suriyalaksh (2017) conducted a study about the differences in
time management activities in young Chinese and Thai. They used both survey and
experiment as a method of data collection. The results of the survey showed that Thai
people use more activities related to time management, setting goals and prioritizing.
On the other hand, Chinese prefer organized work and an organized work environment
and have better time control. However, the results of the experiments showed that

Chinese participants work significantly more on goal setting and task execution.”

“In Africa many organizations have faced serious productivity challenges. For instance
a study in Nigeria realized that many organizations are faced with issues of high
turnover, poor performance, unexplained losses, unprofessionalism, absenteeism, and
other consequences to poor time management (Cross and Jiya 2020).Thus, giving
employee productivity the attention it deserves as compared to other factors as capital,
customer service, and other organizational strengths would better place an organization
in the face of present, global, regional and local markets. In another study, Adebisi
(2012) observed that people struggle in improving employee productivity. He further
noted that good time management would help employees to be more productive,
creative, save money, and avoid working ridiculous hours and increase the chance of

success in business.”


https://hrcak.srce.hr/219965#r4

“A study in South Africa by Nerissa and Pfano (2020) revealed a positive and significant
relationship between hours worked (both standard and long working hours) by an
employee and their productivity; this indicates that the number of hours worked by an
employee does impact their productivity. In Ethiopia, the overall time management
practice among the primary hospital employees was low. Planning, organizational
policy, compensation and benefit, performance appraisal, and residence were factors
significantly associated with hospital employee’s time management practice (Chanie,
Amsalu and Ewunetie 2020). In Uganda, managers’ practices predicted merely 2%
variance in employee productivity in selected MNCs in Central Uganda. Other factors
that inform employee productivity is working condition, remuneration, time

management, work scheduling among others.”

“In Kenya, it is evident that various factors are a contributor to poor organizational
productivity as a result to poor time management. Njagi & Malel (2012) observed that
current approaches were based on the assumption that personal effectiveness at work
was primarily a function of the individuals management of his/her time. Moreover they
noted that the principle issues of time management can be classified under three
headings, that is, those related to the nature of the job, those related to the personality
and attributes of the job holder and those related to the people who make up the job
holder’s role setting (Njagi & Malel, 2012). Ouma (2017) concluded that poor time
management ability among employees is the major factor driving cases of

procrastination in the organizations in Kenya.”

“In another study, Njagi (2012) found that time management and employee performance
is directly related, and that organizations need to ensure its employees utilize time
accordingly for better productivity. It is therefore evident that employee productivity is

measured against time for there to be an accurate measure of the success or failure in



the same. Claessens (2014) suggested that time management involved the process of
determining needs, setting goals to achieve the needs, prioritizing and planning the
tasks required to achieve these goals. This study focused on how employee’s perceived

control of time influence on employee productivity.

1.2 Statement of the Problem

Employee productivity can be defined as the amount of work (or output) produced by
an employee in a specific period of time. One of the major priorities for most
organizations today is the need to improve on employee productivity. Sharma and
Sharma (2014) observed that employee productivity can be measured based on the time
an employee is physically present at the job. It is hence a requirement that employees
commit to the desired standards of performance to realize competitive advantage and
improve on employee productivity. (Armstrong, 2012). Time management is a crucial
factor for every organization to achieve its desired objectives and to enhancing
employee productivity. The degree towards which an organization is able to effectively
manage time is critical for better performance and achievement of the organization’s
goals and objectives. Insurance firms in Kenya have in the recent past experienced low
levels in employee productivity (KNBS, 2019). It was further observed that despite
several strategies being implemented most insurance companies are yet to realize their
desired targets (Odemba, 2013). The prevalent issues raised being lack of punctuality,
absenteeism, prolonged unproductive meetings, failure to delegate, procrastination,
poor quality of work, lack of professionalism ,burn out, and missing important
deadlines amongst others. These areas however have been addressed with different
approaches, but not really addressing the root cause of the problem. Having employees
on notice due to poor performance or writing cautionary letters on being habitually late

does not eliminate the fact that they might be frustrated in their poor productivity.”



Productivity is an attitude of the mind. It is the mentality of progress and constant
improvement of that which exists. It is the certainty of being able to change that which

exists. It is the certainty of being able to do better today than yesterday.

“There are various strategies that business organizations use to manage time like setting
priorities, time planning, goal setting, and delegation of duties among others. However,
it is not clear empirically how these factors influence employee productivity. There are
many studies that have focused on time management and employee performance. For
instance, Njagi and Malel (2012) looked at the relationship between time and job
performance of manual workers. Maganga (2014) on the other hand conducted a study
on effect of time management in improving organizational performance in the banking
industry. He found that, time management was not fully implemented and some of them
do not understand the value of time. Ouma (2017) looked at the role of time
management strategies on organizational performance and concluded that inefficiencies

in time planning result to failure in achievement of organizational goals.

“Similarly, Adebisi (2013) evaluated the effect of time management practices on
business performance and found that, time management enable most of the
organizations to survive competition and achieves high performance. Given this
account, the existing studies in this relation, have taken more focus on effect of time
management on organizational performance, thus, failed to link employee productivity
to the various time management tendencies adopted by the business organizations. This
study therefore sought to fill this gap by assessing the effect of time management

tendencies on employee productivity at Heritage insurance company, Kenya.”



1.3 Objectives of the Study

1.3.1 General Objective

The general objective of the study was to assess the effect of time management

tendencies on employee productivity in insurance companies in Kenya, focusing on

Heritage Insurance Company Nairobi, Kenya.

1.3.2 Specific Objectives

The study was guided by the following objectives:

To assess the effects of goal setting on employee productivity at Heritage
Insurance Company.

To determine the effects of planning behaviors on employee productivity at
Heritage Insurance Company.

To establish the effects of scheduling on employee productivity at Heritage
Insurance Company.

To investigate the effects of prioritization on employee productivity at

Heritage Insurance Company.

1.4 Hypotheses

This study was guided by the following hypotheses:

(Hor): Goal setting has no significant effect on employee productivity at
Heritage Insurance Company.
(Ho2): Planning behavior has no significant effect on employee productivity at
Heritage Insurance Company.
(Ho3): Scheduling has no significant effect on employee productivity at

Heritage Insurance Company.



iv.  (Hos): Prioritization has no significant effect on employee productivity at

Heritage Insurance Company.

1.5 Significance of the Study
The study is of great value to both public and private sector organizations, human
resource practitioners, other researchers and students in appreciating the importance of

time management in relation to employee productivity.

This study will be of significance to both the private and public organizations.
Managers and employees of Insurance firms will be informed on the importance of time
management in increasing productivity. It will also help decision makers to formulate
better time management strategies in the realm of setting goals, scheduling tasks,

prioritizing and planning that will help improve on employee productivity.

In addition, the findings will provide broad knowledge to human resource managers of
organizations on how they can effectively manage time and meet the organizational
goals. Similarly, it will be of great use to the government and legislation bodies in
coming up with appropriate HR policies, working frameworks that relates to time
management and employee productivity. More so, the human resource practitioners
will use findings of the study to come up with effective strategies to improve employee
productivity by coming up with effective time management best practices to boost

employee growth and their performance.

Researchers in fields related to time management will also benefit from the study as a
source of reference for their studies since the study findings will be published in
journals. In addition, the areas suggested for further studies will also form a basis upon
which future studies may be conducted. To facilitate this, the researcher will ensure that

a copy of the thesis is placed in the Moi University library for reference purposes.



1.6 Scope of the Study

“Heritage insurance has many branches across the country; this study will focus on time
management dimensions (goal setting, planning behavior, task scheduling and
prioritization) and employee productivity at Heritage Insurance Company Nairobi,
Kenya. The study will be conducted for a period of four months from July 2021 to
October 2021 and it is assumed that the information generated over this period will be
adequate for reasonable generalization. The study will employ the Goal setting theory
and the Pareto Principle theory. The study will employ an explanatory research design
using a quantitative approach. The target population for the study was 90 employees
and will use census design. Data for the study will be collected using questionnaires
administered to employees working in all departments; Claims, Underwriting, Finance,
Customer Service, Human Resource, Medical, Reinsurance, Sales & Distribution,

Administration, Risk &Compliance and IT departments.”
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CHAPTER TWO
LITERATURE REVIEW

2.1 Introduction

This chapter presents relevant literature relating to this study. The theoretical literature
discusses various theories on how time management tendencies can be better managed
to impact positively on employee productivity. The empirical literature review further
discusses the various scholarly works in this area and their contributions on the same.
The chapter ends with a conceptual framework and conclusion which gives a summary

of the chapter.

2.2 Employee Productivity Concepts

Employee productivity is defined as the amount of work (or output) produced by
an employee in a specific period of time. Mathis and Jackson (2012) defined
productivity as a measure of the quantity and quality of work done considering the cost
of the resource it took to do the work. Nzuve (2011) observed that contrary to what
many scholars have argued before, not only the salary increments, better pay or constant
promotions at work leads to the increase of employee productivity. Nzuve further added
that there are several factors on the job that help maximize what an employee does on
the job. Bernardin (2017) observed that, perhaps none of the resources used for
productivity in organizations are so closely scrutinized as the human resources. Many
of the activities undertaken in an HR System are intended to influence individual or

organizational productivity (Lake, 2017).””

Areas such as Pay, appraisal systems, training, selection, job design and compensation
are HR related and directly concerned with productivity. Hasun & Makhbul, (2015)

noted that a proper workplace environment helps in reducing the number of
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absenteeism and thus can increase employee’s productivity which leads to increased
productivity at the workplace (Boles et al. 2014). Additionally, employee productivity
is a major multidimensional construct aimed to achieve results and has a strong link
with planned goals of an organization (Abbas and Yagoob, 2019).Productivity is the
ratio of effectiveness to the cost of attaining the outcome, for example, the ratio of hours

of work (input) in relation to products assembled (outcome) describes productivity.”

Motowildo (2017) further notes that job performance must be distinguished from
effectiveness and from productivity. Effectiveness refers to the evaluations of the
results of performance for example the financial value of sales; productivity on the other
hand is the ratio of effectiveness to the cost of attaining the outcome. For example, the
ratio of hours of work (input) in relation to products assembled (outcome). A great deal

of attention has been paid to the distinction between task and contextual performance.”

There are three basic differences between task and contextual performance (Motowildo,
Borman, & Schmit, 2017): 1) contextual performance activities are comparable for
almost all jobs, whereas task performance is job specific; 2) task performance is
predicted mainly by ability, whereas contextual performance is mainly predicted by
motivation and personality; moreover task performance is in role behavior and part of
the formal job description, whereas contextual performance is extra role behavior often
not rewarded by formal reward systems or directly or indirectly considered by

management.”

2.2.1 Employee performance
The most vital to the organization today no matter how successful or developed is
human capital; this is because workers are the ones that make organizations prosper

(Njagi and Malel 2012). This is why it has become so important for the organizations
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to look upon the performance of the employee in order to know who is doing well and
who is not. And in order to know the performance of a worker the managers must know
how they are to calculate the performance level of them because it is important to

understand how they must assess this information (Ouma 2017).”

2.2.2 Employee effectiveness

Effectiveness is defined as an ends-oriented concept that measures the degree to which
programmed goals and objectives are met or achieved. Hence, Ayegh (2015) cautioned
that effectiveness must be judged on the balance of positive and negative consequences.
Thus, employees work effectiveness is a summation of his economy, efficiency,
resourcefulness in the accomplishment of the given assignments and use of his
organizational resources to accomplish his organizational goals and objectives

(Kaufman, 2011).

“Employee effectiveness relates to the ability to achieve set goals, which should be
directly proportional to that of the organization. An organization’s goals are focused on
enhanced productivity, establishing a healthy work environment and better revenue and
profits (Mathis, 2014). Employee effectiveness does not automatically translate into
employee efficiency. In order to assess an employees’ effectiveness, it is essential that
they know what is expected of them (Njagi, 2012). In a workplace, performing holds
more significance than just going about completing tasks; here’s where efficiency

comes into the picture as a vital measure of an employee’s effectiveness.”

“Thus, elaborating the role of an employee clearly contributes significantly to their
productivity. In order to be efficient, employees must have an in-depth idea about what
the role entails as adherence to the role responsibilities is an important factor in

assessing employee effectiveness (Cross and Jiya 2020). It is therefore essential that
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job roles are clearly drawn out for employees to perform accordingly. This promotes
employees’ productivity and ensures that they are instrumental in achieving the
organizational goals. The extent to which an employee achieves set goals is a significant

measure of employee effectiveness.”

2.3 Time Management Concepts

“According to Humes (2012), time management is the art of arranging business and
personal affairs in such a way that you and your things show up when, where, and how
you have intended them to, as frequently, effortlessly, and ubiquitously, as possible,
and to facilitate getting things done as quickly as possible with the less amount of
resources (time, energy, money, and people) necessary. Chapman & Rupured (2018)
observe that time management is a misnomer. In actual sense time cannot be managed
only the events of your life can be managed through self-analysis, planning, evaluation,
and self-control. Time management can be viewed as a way of monitoring and

controlling time (Eilam and Aharon, 2013).

“In this regard, it would be more appropriate to speak about self-management with
regard to the performance of multiple tasks within a certain time period. In spite of the
popularity of time management, little scientific literature has been done focusing on
how people (employees) manage time and the processes involved therein. Moreover,
most research has focused its analysis on top management and not from an employee

perspective.”

“Claessens (2014) observed that past studies demonstrated that time management
behaviors were generally found to have a positive effect on perceived control of time,
job satisfaction, stress reduction, job or academic performance, and health, although

results were sometimes contradictory. She further noted that Time management training
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has been shown to enhance time management skills, but only some studies found a

relation with outcomes such as job performance.”

“Ojokuku & Obasan, (2011) further observe that time management involves keeping a
schedule of the tasks and activities that have been deemed important. Keeping a
calendar or daily planner is helpful to stay on task, but self-discipline is also required.
Crutsinger (2014) notes that time management involves determining what one should
do by setting goals, deciding which events are the most important and realizing that
other activities will have to be scheduled around them (prioritizing), making decisions
about how much time to allow for certain tasks (time estimation), adjusting to the
unexpected (problem solving), reconsidering goals and priorities on a regular basis

(evaluation), and observing patterns and trends in behavior.”

“Empirical research investigating the effects of time management behavior on
productivity has identified three broad clusters of behaviors. These behaviors include
setting goals and priorities, engaging in the mechanics of time management, and having
a preference for organization (Macan, 2016). This research adopts the term time
management tendencies which in essence are habits, behavior or skills formed in the

effort to managing time.”

“Chapman & Rupured, (2018) argue that finding a time management strategy that works
best for you depend on your personality, ability to self-motivate and level of self-
discipline. Macan (2014) in his process model aiming to understand the linkages
surrounding time management observes that by setting goals, scheduling and
organizing, one gains a sense of mastery over how one allocates their time ;that is the

perception that one has control over ones time. He noted however that no studies had
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been conducted to support these observations directly. Some of the specific time

management tendencies this research looked into include:”

2.3.1 Prioritization

In helping understand the tendency to prioritize and improve on productivity
(Mackenzie, 2016), observed that managing your time effectively requires a distinction
between what is important and what is urgent. Experts agree that the most important
tasks usually aren’t the most urgent tasks. However, we tend to let the urgent dominate
our lives Covey (2017). He categorizes our activities into four quadrants in his time

management matrix: urgent, not urgent, important and not important.

“While activities that are both urgent and important must be done, we spend less time
on activities that are not important (regardless of their urgency) in order to gain time to
focus on activities that are not urgent but important. Drinon (2012) further notes that
Prioritizing tasks or activities supports goal accomplishment which in essence improves
productivity. Priorities are usually the most important steps we’ve lined up to reach our
larger goals, or the most important things we need to accomplish today. Having a sense
of priority means we know which things have importance over others in any given

moment and act accordingly.”

2.3.2 Planning behavior

Alan (2019) observes that the key to successful time management and improving
productivity is planning and protecting the planned time, which often involves re-
conditioning your environment, and particularly the re-conditioning of expectations
from others. Time management is about making changes to the way you spend your
time. For effective time management be sure to apply a time management system that

will help you see where changes needed to be made, which means that the first step of
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time management is to analyze how you can determine what changes you want to make

to enhance productivity (Susan, 2012).

2.3.3 Scheduling

“Morgenstern (2014) in explaining the significance of understanding our natural energy
cycle and how we can improve productivity observes that some people do their best
work early in the day, others later or even late at night. She advises that if you identify
when you perform your best you’ll know when key tasks should be scheduled in your
personalized time management system. The silent cockpit theory by Stephen Covey
reiterates this argument by emphasizing that one to three hours should be dedicated
either very early in the morning or very late in the evening when your concentration is
at its peak and with minimal distractions to do your most key of tasks which would

consequently improve on productivity.”

“On scheduling habits Chapman & Rupured, (2018) insist that scheduling is not just
recording what you have to do (e.g., meetings and appointments), it is also making a
time commitment to the things you want to do. Good scheduling requires that you know
yourself. Using your time log, you should have determined those times during the day
when you are most productive and alert. They further advice that planning your most
challenging tasks should be done when you have the most energy by blocking out time
for your high priority activities first and protect that time from interruptions. Moreover
in observing all this pointers to effectively schedule and follow through then employee

productivity would be realized.”

2.3.4 Goal Setting
“Goal setting is pivotal in time management and in enhancing productivity, when an

employee is goal oriented, he/she will likely manage his/her time more effectively
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(Koch, 2020). Goal setting therefore gives focus to where an individual will channel
his/her time, energy and resources. Experts advocate that to effectively manage your
time, one sets long range and short range goals with key steps to be taken to ensure their
realization. Further break these goals into medium and short range objectives and then
list out key tasks that will lead to the achievement of these objectives in essence
improve on productivity. Let your goals be SMART: Specific, Measurable, Achievable,
Realistic and Time bound. Remember the saying,” if you don’t know where you are

going, anywhere will take you there.”

2.4 Time management Practices and Employee Productivity
“Time management practice is the act of influencing one’s key behavioral dimensions
to complete as many tasks as possible within a given time period (Odumeru, 2013).
According to Donaldson (2011), the aim of good time management is the ability to
achieve the set goals within stipulated timeframe. A good time at work means doing
high quality work, not high quantity (Kelly 2012). A study has pointed out that time
management practices in different countries of the world vary. A study conducted on
factors affecting time management and nurses’ performance in Hebron hospital,
Palestine, reported time management practice was high with rate 69.5% (Ojokuku and

Obasan, 2011).”

A study conducted in Pakistan on time management and organizational performance in
2011 revealed that among 1200 participants overall time management practice was 30%
(Adeojo 2012). A study done in United Arab Emirates (UAE) revealed that time
management practice was 49% and the study showed that 56% of employees lack
planning, prioritizing and scheduling time for their work (Qteat 2014). Linda (2011),
observes that time management started with the industrial revolution moreover the

concept has evolved slowly but steadily to the modern notion of time management, such



18

as doing things effectively to gain control over one’s life. It has however been noted
that people commonly struggle with managing time since they fail to treat it like a

business (Adebisi, 2012).”

Another study on the relationship between time management behaviors and the Theory
of Planned Behavior (TPB) was conducted by Macan (2014).1t sought to investigate the
elements of the theory of planned behavior and perceived control over time. The
findings observed that in learning time management skills and subsequently engaging
in time management habits would lead to an increase in perceived control of time.
Although self-report instruments purporting to examine time management exist in
several disciplines, to date, there has been no published psychometric review or
comparison of these instruments for assessing generic time management (Hellsten,

2012).”

Claessens et al., (2017) observed that in as much as the time management concept is
popular and its techniques assumed to be highly effective scientific literature reveals
that there is limited study conducted on effective time management behaviors at work
and employee productivity. This research paper therefore aims to shed light on this area
and to add on to what has been studied. Studies linking time management and
productivity featured different areas including employees, schools and top management
concluding that several studies demonstrate that time management predicts job
performance. For example, car salesmen with better time management skills have

higher sales (Barling et al., 2016).”

County extension directors with better time management skills are rated higher by their
superiors (assistant regional directors) (Radhakrishna, Yoder, & Baggett, 2017).

Moreover (Green & Skinner, 2015) further notes that the expectation that increased
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time management will increase worker productivity by enabling employees to “work
smarter” has driven widespread investment in time management training in the private
sector (Green & Skinner, 2015). Macan (2014) observed that employees with better
time management skills perceived that they had greater control over their time and how
they spend it, which was in turn associated with both reduced feelings of job-induced

tension and lower reports of somatic tension, or physical symptoms of stress.

Moreover, he noted that Job-induced stress was then negatively correlated with self-
assessed employee performance. However there is data suggesting that time
management behaviors may have little effect on objectively measured job performance
(Macan, 2014). One explanation for these inconsistent findings is the focus on the main
predictive effects of time management behaviors. Previous investigations have
consistently assessed the direct or indirect effects of time management on job
performance (Macan, 2014). In contrast, we suggest that factors of time management

may interact with job performance (Britton & Glynn, 1989).”

In recent studies literature suggests that better time management skills which comprise
of the ability to set achievable goals, identify priorities, monitor one’s own progress,
and remain organized (Claessens et al., 2017) can lead to more effective time use and
ultimately more positive outcomes, including reduced job stress and increased job
performance, in some settings. Time management has been shown to be related to job
performance (Barling et al, 2016), group performance (Janicik & Bartel, 2013) and

consequently will contribute to the profitability of organizations.”

On the other hand, poor time management has been related to stress and strain (Lang,
2012), and emotional exhaustion (Peeters & Rutte, 2015). Claessens (2014) deduced

similar results from time management to perceived time control to reduced work strain
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and higher job performance. Further review of literature revealed that satisfaction and
satisfaction-related factors are contributors to employee performance (Judge et al.,
2011). Moreover, (Ajzen, 2013) advocates that behavior change requires intent. She
however notes that if employees do not intend to engage in new behaviors or do not
know which behaviors will be more productive, we would not expect better time

management to enhance performance.”

Peel (2013) identified four key benefits of effective time management: First, time
management as an important tool for stress reduction mainly because with an effective
time management strategy in place, important tasks are completed on time resulting in
less frustration and more inner peace. Secondly, good time management strategies help
in the achievement of work-life balance. This is because an effective time management
technique will leave the user with more time and energy for other tasks, home, family
and self. Thirdly, productivity improves with a more efficient and effective use of time
and, fourthly, the application of time management enhance the achievement of

individual and by extension, organizational goals.”

Brian (2017) in his publication “eat that frog” in reference to prioritizing, argued that if
you have to eat more than one frog, to eat the ugliest one first. He elaborated this as to
doing the biggest and most difficult task first because that ideally is the one that makes
the most difference. He reiterated Claessens et al., (2017) analogy that you cannot
manage time, you can only manage yourself. He brought a new outlook on the concept
by adding that time management is really life management and that it’s really the
management of the sequence of events in your life. It is also the ability to choose what
you do first, what you do second and what you do later if at all (Brian 2017). Scott
(2012) made it clear that one of the fundamental challenges in effective time

management is remembering the difference between ‘urgent’ and ‘important’. Urgency
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alone cannot make a task important. It is connection to our personal principles and

business priorities that determines the importance of a task.”

With a clear personal mission and objectives, time can be scheduled with a definite
purpose in mind Scott (2012). He further observes that good time management is
essential for coping with the pressures of modern life without experiencing too much
stress. For effective time management for organizational performance, managers as
well as employees can decide which tasks fall into the categories of essential tasks,
important task and low value tasks by asking which tasks are most valuable to the
organization (Zucas & David, 2012). (Brian, 2017) notes that one of the things that he
recommends for every person in order to manage their time at the highest and best level,
increase your productivity and performance, earn more money, and have a happier life

is goal setting.”

It is therefore safe to say that the setting of goals is related to a person’s self-efficacy in
being able to exercise influence over his or her behavior (Locke and Latham, 2016).
Claessens et al., (2017) noted that ‘time management means less stress for individuals,
which means more efficient, satisfied, healthy employees, which in turn means more
effective organizations’. Nevertheless From this broadened perspective, people can see
that time management is necessary to enhance life’s dimensions. Moreover if a feeling
of loss in our perceived control of time is nurtured then stress creeps in and controls our
lives. Dean (2012) viewed stress-related illnesses as the leading cause for low
productivity levels in the workplace. Immense pressure at work has led to stress, which

made it the number one factor causing illness.”

Levin-Epstein (2012) also noted that the most common indicators of stress as feeling

overwhelmed and burn out, emotional and physical exhaustion often accompany such
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feelings. He further emphasized that employers as implementers of stress-endangering
policies and procedures, should help employees manage their stress especially if it
affects employee productivity. Lakein (2012) postulates that from a long-term
perspective the more a person can make conscious decisions the more they achieve. He
further observes that controlling how you use your time is a two-step process involving
simply retaining some flexibility and focusing on the reason why projects have the

importance rating they do.”

This simply means that in reminding ourselves of the benefits to be gained by staying
focused and delivering on our most key tasks, will keep us motivated and being open
to changes and adjusting to the same as they come. The increasing research on time
management is reflected in theoretical as well as practical publications. Effective time
management is evidently a factor in job performance (Barling, Cheung, & Kelloway,
2016), and can contribute to an organization’s profitability. It is advocated that in
engaging in time management efforts particularly planning behaviors, can contribute

positively to group performance (Janicik & Bartel, 2013).”

“According to Claessens et al., (2017) time management describes the employee’s
behavior which is about being able to produce supportable use of the employee’s time
at intervals to perform certain activities. As further emphasized by Alay & Kocak,
(2012) time management leads to success through reducing stress, maintaining balance,
increasing productivity and setting and creating an endeavor to realize one’s goals.
According to Chapman and Rupured (2018) there are steps that can be learned to better
manage time and consequently improve employee productivity. They included
‘Knowing how to spend your time, Setting priorities, Using a planning tool, Organizing
your work, Scheduling time appropriately, Delegating by getting help from others,

Stopping procrastination, Managing external time wasters, Avoiding multi-tasking all
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together and staying healthy. Claessens et al. (2017) found that setting goals and
priorities lead to more control and therefore less strain, more satisfaction and feeling
more productive. In concluding her views on perceived control of time Claessens et al.
(2017) stated that employees who perceived themselves as having control over their
time reported fewer job-induced and somatic tensions and greater job satisfaction than
employees who did not perceive themselves as having much control over their time.
She however noted that Contrary to expectations, the perception of one’s control over

time was not significantly related to job performance.”

“Even as we endeavor to fully grasp the time management concepts to be equipped at
being in control of our lives, we have to equally talk about performance measurement.
It is in so doing that we effectively measure success or failure in our time management
techniques and consequently put up measures to anticipate better results. Over the past
decade the measures of job performance that have been used include rating scales, tests
of job knowledge, hands-on job samples, and archival records have been used .Of all
this measurement options, performance ratings (e.g. peer ratings and supervisor ratings)

are the most applied ways (Viswesvaran, Ones, & Schmidt, 2016).”

“Measurement of performance is critical as important organizational decisions are based
on individual performance. Performance management in general is of great value and
it means evaluating to see if the learned tendencies on time management are serving us
well or changes need to be made regarding the same. Showing high performance when
accomplishing tasks results in satisfaction, feelings of self-efficacy and mastery
(Sonnentag, Volmer, & Spychala, 2018). However for performance management to be
effective an equal measure in awarding and recognizing good performance is
paramount. It has been noted that career opportunities for individuals who perform well

are much better than those of moderate or low performing individuals (Motowildo,
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Borman, & Schmit, 2017).”Further research argued that organizations with an effective
time management system would be ready to improve the duty performance (Heller &

Hindle, 2018).”

“It is important to note that Focus is a key factor when it comes to getting things done,
and distractions and interruptions are two of your biggest obstacles (Molloy, 2017).
More often than not those distractions and interruptions arise from a crisis that requires
your immediate attention. Commonly referenced to as who is “barking loudest”. It may
include calls from customers making requests, meetings you’re needed to attend by
your supervisor and so on. (Molloy, 2017) establishes that Setting goals and lining up
the steps to reach those goals is an important habit when it comes to developing focus

and accomplishing larger objectives (both individual and organizational).

To effectively be in control of your time, delegation has to be a tool at your disposal as
it frees up some of your time for tasks that require your expertise. In other words where
your talents fall; Chapman & Rupured (2018) observe that delegation begins by
identifying tasks that others can do and then selecting the appropriate person(s) to do
them. They quickly note that you need to select someone with the appropriate skills,
experience, interest, and authority needed to accomplish the task. Finally, don’t forget
to reward the person for a job well done or make suggestions fo