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Abstract. The article is an overview of key methods and strategies that help university
professors organize their work more effectively. The article discusses the following aspects:
Planning and prioritizing: Instructors will learn how to develop detailed plans, prioritize, and
allocate time between tasks. This method helps you focus on your key responsibilities. Delegation:
The article describes how to delegate some tasks to colleagues or students to reduce the workload
and focus on important tasks. Focus Techniques: Instructors will learn about techniques, such as
the Pomodoro technique, that help improve concentration and productivity. Email & Messaging
Management: This article provides practical tips for using email effectively, setting boundaries for
communication, and organizing messages. Workplace Optimization: Educators will learn how to
create a comfortable and organized workplace for more productive work. Time Analysis: This
article describes time analysis techniques that help identify areas for improvement. Self-Motivation
and Stress Management: Teachers will learn how to develop emotion management skills and keep
yourself on your toes. The article provides practical tools and recommendations for the successful
application of these methods in the daily activities of teachers.

Key words: time management, efficiency, use of time, planning, time management methods,
priorities.

Introduction.

In today's educational process, university professors face a number of challenges,
including a high workload, multiple tasks, and limited time. Effective time
management is becoming a key skill for successful teaching. A number of publications
have paid considerable attention to this topic. For example, the article "18 Time
Management Tips for Productivity" [1] provides a list of time management tips,
strategies, and techniques to help you take control of tasks and time to complete them.
She emphasizes the importance of conscious planning, prioritization, and setting
boundaries between work and personal time. In the article "Time Management as an
Effective Means of Management" [2] considers time management as practical actions
that allow you to manage time as consciously as possible. It emphasizes the
expediency of all actions and the principles of time management. Time management as
an important component of successful business activities [3] discusses time
management as the basis of management in general. It will help you organize your
work, prioritize it, and draw a line between work and personal time.

The relevance of the topic is as follows. Increasing demands on teachers:
Modern universities strive to improve the quality of education, and teachers must
meet these expectations. Effective time management helps them perform their duties
more efficiently and achieve better results. Changes in the educational environment:
The introduction of new technologies, online learning, and flexible class formats
requires educators to adapt and use their time effectively. Stress and burnout: An
intense work schedule, lack of time to prepare and evaluate work can lead to stress

ISSN 2567-5273 100 www.moderntechno.de


https://asana.com/ru/resources/time-management-tips
https://asana.com/ru/resources/time-management-tips
https://asana.com/ru/resources/time-management-tips

Modern engineering and innovative technologies Issue 31 / Part 3

and

burnout. Time management helps reduce negative impacts. Professional

development: Knowledge of time management methods and techniques allows
teachers to plan their activities more effectively, improve their skills and increase
professional competence.

The purpose of the article is to consider the practical aspects of time

management for university teachers, to provide useful recommendations and tools
that will help them effectively organize their work.

l.

2.

7.

Main text.

Consider the following time management methods for university faculty:

Planning and prioritizing: Developing a detailed plan for the day, week, or

semester helps you prioritize tasks and allocate time efficiently between them.

Delegation: The ability to delegate some tasks to colleagues or students helps

to reduce the workload and focus on key responsibilities.

. Focusing techniques: Using techniques such as the Pomodoro technique
allows you to work in a concentrated manner for specific periods of time.

. Email & Messaging Management: Determine the time to check your mail
and set boundaries for communication through instant messengers.

. Optimize your workspace: Creating a comfortable and organized workspace
helps you work more efficiently.

. Time Analysis: Assessing where it takes longer to identify areas for

improvement.

Self-motivation and stress management: Developing emotion management

skills and the ability to keep yourself in good shape.

Practical tips and tools for the successful application of these methods will be

presented.

Section 1. Planning & Prioritization. Planning and prioritization are

fundamental methods of time management for university faculty. Let's take a closer

look

1.

over

at how these methods can be applied in professional activities:

Development of a detailed plan: Teachers should make a plan for the day, week,

or semester. The plan should be specific and include not only training sessions, but

also preparation for them, administrative tasks, scientific research, and other
responsibilities.

. Prioritization: Educators are often faced with a variety of challenges. It is
important to determine which ones are the most critical. Priorities can change
depending on the context, but it's important to always know what to look out for
first.

. Eisenhower Matrix: This technique helps classify tasks according to two
dimensions: importance and urgency.

. Setting time frames: Planning should include not only tasks, but also an
estimate of the time it takes to complete them.

. Regular plan updates: The plan should not be static. Instructors should update
it regularly to account for new tasks, schedule changes, and priorities.

It's important to understand that planning and prioritization are skills that evolve

time. Teachers can experiment with different methods and find the ones that best

suit their individual needs and work styles.
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Section 2. Delegation. Delegation is an important method of time management
allows educators to allocate tasks more efficiently and focus on key

responsibilities. Let's take a closer look at this method:

l.

2.

Identification of tasks to be delegated: Educators should analyze their

responsibilities and determine which ones can be delegated to others.

Choosing the right performer: When delegating, it is important to choose the

right person to complete the task. This can be a colleague, an assistant, a

student, or another professional.

. Clear description of the task: Teachers should clearly describe what is
required of the performer. This will help to avoid misunderstandings.

. Trust and control: After delegating a task, teachers should trust the executor
and not interfere with the process. However, it is important to have monitoring
and feedback mechanisms.

. Training and support: If the performer is inexperienced in completing the
task, instructors can provide the necessary support and training.

. Systematicity: Delegation should not be random. Educators can create a
system that allows them to delegate certain tasks to others on a regular basis.

. Positive effect on productivity: Delegation allows educators to free up time
for more important tasks, such as class preparation and research.

It's important to remember that delegation is not a disclaimer, but a strategy that

helps you use your time and resources more efficiently

Section 3. Focusing Techniques. Focusing techniques help university

professors improve concentration, productivity, and efficiency at work. Let's take a

look

l.

at some of them:

Pomodoro Technique: This method involves working in focus for 25 minutes,

followed by a 5-minute break. After four such cycles, there is a long break (15-

30 minutes). This helps to avoid fatigue and maintain high concentration.

. Blocking Distractions: Educators can use apps to block social media,
notifications, and other distractions while working. For example, Freedom.

. Prioritization: Focusing on key tasks helps avoid distraction. Teachers can
use the ABCDE method, where "A" are the most important tasks, "E" are the
tasks that can be postponed or deleted.

. Blank Screen Method: Before starting work, educators can create a "blank
screen" by clearing the workspace of all open windows and applications. This
helps you focus on the task at hand.

. Meditation and breathing exercises: Short practices of meditation or deep
breathing help relieve stress, improve concentration, and regain focus.

. Proper nutrition and physical activity: A healthy diet and regular exercise
contribute to improved cognitive function and the ability to focus.

. Creating an optimal working environment: Educators can customize their
workspace to minimize distractions and create a comfortable working
environment.

It is important to choose the methods that best suit the individual needs and style

of work of each teacher.
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Section 4. Email & Messaging Management. E-mail and messaging

management is an important aspect of effective time management for university
faculty. Let's take a closer look at this section:

l.

Setting a time frame for checking mail: Educators can define specific time
intervals for email review. For example, in the morning before the start of the
workday and at the end of the day before the end of work. This helps you avoid
constant distractions and focus on the tasks at hand.

. Using Filtering Rules and Folders: Creating rules to automatically filter
incoming messages helps you organize your mail. Instructors can create folders
for different types of messages (e.g., Students, Administration, Research) and
forward emails to the appropriate folders.

. Brevity and clarity in answers: When replying to emails, it's important to be
concise and clear. Instructors can use a structured response format, including
key information and links as needed.

. Deferring Complex Tasks: If an email requires a lengthy response or a
solution to a complex problem, instructors may want to postpone it to a more
appropriate time. For example, add a task to the plan for the next day.

. Setting boundaries for communication: Educators can set clear boundaries
for communicating via email. For example, don't respond to emails outside of
business hours or on weekends.

. Using Response Templates: For frequently asked questions or requests,
instructors can create canned answers. This helps to save time and ensures
consistency in communication.

. Proper Use of CC and BCC: Instructors must use the CC (CC) and Bcc
(BCC) fields correctly when sending emails. For example, include in the CC
only those who really need to see the email.

It is important to find a balance between prompt responses and distraction from

current tasks. Effective email management helps educators use their time more
efficiently.

Section 5. Workspace Optimization. Optimising the workspace is an important

aspect of effective time management for university faculty. Let's take a closer look at
this section:

1

. Workplace ergonomics: Educators must provide a comfortable and efficient
workspace. This includes proper placement of the monitor, keyboard, mouse,
as well as a comfortable chair and footrest.

. Cleaning & Minimalism: A clean and tidy desk helps you focus on tasks.
Teachers can regularly clean the workplace and avoid the accumulation of
unnecessary objects.

. Optimal illumination: Good lighting promotes comfort and productivity.
Teachers can use natural light and additional light sources if necessary.

. Separation of work and personal space: Teachers should have a separate
workplace to avoid mixing work and personal tasks.

. Organization of working tools: All the necessary tools (computer, pens,
notepads, etc.) should be conveniently located on the desktop. This helps to
avoid search and distractions.
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6. Greenery and natural motifs: Plants and natural elements in the workspace
promote comfort and increase productivity.

7. Proper use of technology: Educators need to know how to use programs and
apps that help them do their jobs. For example, the ability to quickly find the
files you need or use online collaboration services.

8. Regular Update and Analysis: Educators can periodically review their
workspace, remove unnecessary things, and analyze what can be improved.

Optimizing the workspace helps educators use their time more efficiently and
focus on tasks.

Section 6. Time Analysis. Time analysis is a process that allows university
professors to use their time more consciously. Let's take a closer look at this section:

1. Time Log: Instructors can keep a journal where they record how much time is
spent during the day. This helps identify areas where you can save time or
improve efficiency.

2. Categorization of tasks: Instructors can categorize tasks by type (class
preparation, administrative tasks, research, etc.) and estimate how long each
category takes.

3. Estimating time per task: Instructors can determine how long it takes to
complete a particular task. For example, preparing for a lecture can take 2
hours, and checking students' work can take 1 hour.

4. Identification of temporary thieves: Educators can identify tasks or habits
that take up more time than expected. For example, frequent breaks from social
media or long meetings.

5. Setting Goals and Measuring Results: Teachers can set specific goals and
evaluate how well they are achieving them. This helps to identify where
efficiency can be improved.

6. Comparison of plan and actual time spent: Regularly comparing the plan
with the actual time spent helps to identify discrepancies and adjust the plan if
necessary.

7. Using Tools for Time Analysis: Educators can use apps and programs that
help them automatically analyze time spent on different tasks.

Time analysis helps educators plan their activities more effectively, improve
productivity, and achieve better results.

Section 7. Self-Motivation and Stress Management. Self-motivation and
stress management are important aspects of effective time management for university
faculty. Let's take a closer look at this section:

1. Definition of goals and motivation: Educators can define their long-term and
short-term goals. Having a clear understanding of why they are doing their
profession helps to keep them motivated.

2. Positive Thinking and Affirmations: Teachers can use positive affirmations
to support belief in themselves and their abilities. For example, "I'm doing
well" or "I can find a solution."

3. Planning rest and breaks: Taking regular breaks helps reduce stress and
improve productivity. Teachers can schedule time for rest, exercise, walks, and
other enjoyable activities.
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4. Time & Priority Management: Good time management helps to avoid
overload and, as a result, stress. Instructors can prioritize and assign tasks
without feeling under constant pressure.

5. Peer support and communication: Communication with colleagues, sharing
experiences and support help to cope with stress. Educators can build a
network of professional contacts and connect with colleagues.

6. Physical Activity and Healthy Eating: Regular exercise and proper nutrition
contribute to better physical and mental well-being.

7. Finding inspiration and variety: Educators can look for inspiration in
literature, art, scientific research, and other fields. Variety helps to avoid
routine and fatigue.

It's important to remember that stress is a natural response to difficult situations,
and it's important to develop management skills

Summary and conclusions.

In this article, we have looked at effective time management in teaching from a
practical point of view. Based on the analysis of the literature and experience, we
have identified the following key points. Planning and prioritizing: educators should
develop detailed plans, prioritize, and allocate time between tasks. This helps to
manage working time more effectively. Flexibility and adaptability: unexpected
situations often arise in the university environment. Flexibility in planning and the
ability to adapt to changes help to successfully cope with tasks. Focusing techniques:
using techniques such as the Pomodoro technique can improve concentration and
productivity. Email & Messaging Management: setting times to check emails and
setting boundaries for messenger communication helps avoid distractions. Self-
motivation and stress management: educators must develop emotion management
skills to cope with the workload. It's important to understand that every teacher is
unique, and time management techniques can vary depending on personal preferences
and circumstances. However, conscious planning, flexibility, and the ability to
manage one's time are key competencies that will help teachers achieve success in
their professional activities
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Abstract. Cmamms € 021800M KIHOY08UX Memoodie i cmpamezil, AKi 00NOMa2aomo
suknaoavam 3BO opeanizogysamu pobomy eghexmueniwe. ¥ cmammi 062060pr0omucsa HACMYNHi
acnexmu: NiaHy8aAHHs Ma PO3CMAHOBKA NPIOPUMEMI8: po3poOKa 0emaibHUX NIAHIE, PO3NOOLN YacCy
Mide 3a80anuamu. Memod oonomazae 8uKIA0AYAM 30CepeOumucs Ha C80iX OCHOBHUX 0008 A3KaX.
Y emammi onucano, ax oenezysamu Oeski 3a60anHs Koae2am ab0 CmMyOeHmam, wob 3MeHuuUmu
HABAHMANCEHHS MA 30CEPEOUMUCS. HA 8ANCIUBUX 3A80aHHAX. TexHIKU 30cepeddceHocmi: uK1aoayi
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Oi3Halomvcsa nNpo Memoouxku, makxi sk mexHika Pomodoro, aAxi oonomacairomv noxpawumu
KOHYenmpayito ma npooykmugHicms. Kepysanus enekmpoHHOI nOwimolo ma no8i0OMIEeHHAMU:
HABE0eHO NpaKmuuHi nopaou wooo epeKmusHo20 BUKOPUCAHHA eeKMPOHHOI Nnouwmu,
B8CMAHOBIEHHSL Medic OJisl CNLIKY8AHHS Mma Opeanizayii nogioomiens. Onmumizayis pooouo2o micysi:
BUKIAOa4i OI3HAIOMbCS, K CMBOpUMU KOMGpOpmHe ma opeanizoéane poboue micye 015 Oinblu
npoOyKmMueHoi pobomu. AHaniz wacy: ORUCYIOMbCA MemoOu aHaunizy 4dacy, AKi 00nomazaromo
susHauumu cghepu, ki nompiono nokpawumu. Camomomueayis ma YHAPAGNIHHIL CMPECOM:
BUKNIAOAY] HABYAMbCS PO3GUBAMU HABUYUKU KEPYBAHHI eMOYIAMU Ma mpumamu cebe Hano2omosi. ¥
cmammi NOOAHO NPAKMUYHI 3aco0uU ma peKoMeHOayii wooo YCHiWHO020 3ACMOCYB8AHHA YUX
Memo0di8 y NOBCAKOEHHIN OIsLIbHOCHE GUUMEA.

Key words: maiim-menedocmenm, epekmusnicmo, UKOPUCMAHHA YACY, NIAHYBAHHSA, MemMOOU
ManuM-MeHeONCMeHMY, NPiopumemu.
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