
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Prioritising Time issues 
 

For entrepreneurs, time is a valuable and finite resource. Time issues can arise 

when entrepreneurs struggle to balance the many demands on their time, such 

as managing their business, networking, marketing, and personal commitments. 

Entrepreneurs may find themselves feeling overwhelmed and stressed, struggling 

to prioritize tasks, missing important deadlines, or failing to allocate enough time 

to critical business activities. These time issues can have significant impacts on the 

success of an entrepreneur's business, potentially leading to decreased 

productivity, missed opportunities, and ultimately, failure. However, by 

developing effective time management strategies and utilizing tools such as 

productivity apps and outsourcing, entrepreneurs can avoid the negative 

impacts of time issues and maximize their chances of success. 
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COMPETENCES 

Time management skills: The ability to effectively prioritize tasks, manage 

deadlines, and allocate time to critical business activities. 

Planning and organization: The ability to develop and implement a strategic 

plan for managing time, including scheduling, goal-setting, and task 

prioritization. 

Productivity: The ability to optimize productivity and efficiency through the use 

of time-saving tools and techniques, such as automation, delegation, and 

outsourcing. 

Flexibility: The ability to adapt to changing circumstances and adjust plans 

and schedules accordingly 

Stress management: The ability to manage stress and avoid burnout, even in 

the face of demanding workloads and tight deadlines. 

Communication: The ability to communicate effectively with clients, 

employees, and other stakeholders, to ensure that everyone is on the same 

page and deadlines are met. 

Continuous learning: The ability to continually learn and improve time 

management skills, through reading, attending seminars, or seeking out 

mentorship or coaching. 

 

LEARNING OBJECTIVES 

 Understand the importance of effective time management in 

achieving personal and professional goals. 

 Identify common time management issues faced by 

entrepreneurs and their potential impacts on business success. 

 Develop a strategic plan for managing time effectively, 

including goal-setting, task prioritization, and scheduling. 

 

 Identify time-saving tools and techniques, such as automation 

and delegation, to optimize productivity and efficiency. 
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 Learn strategies for adapting to changing circumstances and 

managing stress to avoid burnout. 

 Improve communication skills to ensure that everyone 

involved in a project or business activity is on the same page 

and deadlines are met. 

 Develop a growth mindset and commit to continuous learning 

to continually improve time management skills and achieve 

greater success in business.  
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This module contains several exercises that will help you reduce 

TIME ISSUES 

A1. Planning 

A2. Prioritisation 

A3. Delegation 

A4. Automation 

A5. Time management 
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Planning 

It is important for entrepreneurs to have a detailed and realistic action plan for their 

business, including clear deadlines and achievable goals. This will allow them to 

allocate time and resources effectively and avoid the feeling of always running behind 

time. 

Planning is the process of setting goals and defining the steps necessary to achieve 

them. It involves considering all the different aspects of a project or task, and creating a 

detailed roadmap for how to accomplish it. The key components of effective planning 

include: 

 

1. Setting clear goals: Before you start planning, it's important to have a clear 

understanding of what you want to achieve. This means setting specific, 

measurable, and realistic goals that will guide your planning process. 

 

2. Identifying potential obstacles: Once you've defined your goals, you need to 

identify any potential obstacles or challenges that might prevent you from 

achieving them. This includes assessing potential risks, such as financial 

constraints, market competition, or unexpected setbacks. 

 

3. Developing a strategy: Based on your goals and potential obstacles, you need 

to develop a strategy or plan of action. This includes outlining specific steps you 

will take to achieve your goals, as well as identifying the resources, personnel, 

and timeline necessary to implement your plan. 

 

4. Allocating resources: Planning also involves identifying the resources you will 

need to execute your strategy, such as funding, personnel, equipment, and 

time. You'll need to determine how to allocate these resources effectively to 

maximize your chances of success. 

 

5. Monitoring progress: Finally, planning also involves regularly monitoring your 

progress and adjusting your plan as necessary. This means setting up systems to 

track your performance, measuring your results against your goals, and making 

changes as needed to stay on track. 

Activity 1 
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Effective planning is critical for success in any endeavor, whether it's starting a business, 

launching a new product, or achieving personal goals. By taking the time to carefully 

plan and prepare, you can increase your chances of success and avoid common 

pitfalls and obstacles along the way. 

Some examples of practical planning activities: 

 Create a project plan: Develop a detailed plan of all the tasks required to 

complete a project. This may include defining objectives, identifying resources 

needed, establishing a schedule of tasks and assigning responsibilities. 

 

 Create a budget: Develop a detailed budget for a project or business, which 

involves estimating costs and expenses, determining funding sources, and setting 

priorities for resource allocation. 

 

 Create a marketing plan: Develop a comprehensive marketing plan to promote 

a product, service or business. This may include identifying the target audience, 

setting marketing objectives, designing communication strategies and 

determining the budget for implementing the plan. 

 

 Create a personal development plan: Identify personal and professional goals 

and develop an action plan to achieve them. This may include setting long- and 

short-term goals, identifying resources, and establishing a monitoring and 

evaluation plan. 

 

 Create a contingency plan: Identify potential problems or risks that may arise 

during the implementation of a project and develop a plan to address them. This 

may include identifying potential obstacles, designing alternative solutions and 

establishing preventive measures. 

 

 Create a succession plan: Develop a detailed plan for the succession of a 

business or enterprise. This may include identifying and developing potential 

leaders, establishing training and education plans, and defining the transition 

process. 
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Prioritazing 

 

It's an essential component of effective time management and helps individuals and 

organizations make the most efficient use of their limited resources. 

 

The process of prioritization typically involves the following steps: 

 

Identifying tasks or goals: The first step in prioritization is to identify all the tasks or goals 

that need to be accomplished. This could include anything from completing a project 

to running errands or attending meetings. 

 

Assessing importance: Once you have identified all the tasks or goals, you need to 

assess their relative importance. This involves considering factors such as the impact of 

completing the task or goal, the consequences of not completing it, and how it fits into 

your overall objectives. 

 

Assigning priority: Based on the assessment of importance, you can assign a priority 

ranking to each task or goal. This ranking could be a numerical score or a letter grade, 

or simply a ranking from high to low. 

 

Creating a plan: Once you have prioritized your tasks or goals, you can create a plan of 

action. This involves deciding on the order in which you will tackle each task or goal, as 

well as determining the resources and time required for each one. 

 

Monitoring progress: Finally, it's important to regularly monitor your progress and adjust 

your priorities as needed. This means reassessing the importance of each task or goal 

on an ongoing basis and making changes to your plan as necessary. 

 

Activity 2 
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Effective prioritization helps individuals and organizations maximize their productivity 

by focusing their time and resources on the most important tasks or goals. By 

carefully assessing and ranking tasks based on their importance and urgency, 

you can ensure that you are making the best use of your time and energy. 

 

Practical examples of prioritizing: 

 To-do lists: Create a to-do list with all the tasks you need to complete, 

then prioritize them based on their urgency and importance. You can use 

a simple numbering system (1, 2, 3, etc.) or color-coding to visually 

distinguish between high-priority and low-priority tasks. 
 

 Eisenhower Matrix: This is a tool that helps you prioritize tasks based on 

their urgency and importance. It involves dividing tasks into four 

categories: Urgent and Important, Important but not Urgent, Urgent but 

not Important, and neither Urgent nor Important. This helps you focus on 

the most important and urgent tasks first. 
 

 ABC analysis: This is a technique that involves categorizing tasks as A, B, or 

C based on their level of importance. A tasks are the most important and 

urgent, B tasks are important but not urgent, and C tasks are neither 

important nor urgent. This helps you prioritize tasks and focus on the most 

important ones first. 
 

 Time blocking: This involves scheduling specific blocks of time for tasks on 

your calendar. By allocating time for important tasks, you can ensure that 

you make progress on them and avoid being distracted by less important 

tasks. 
 

 Mind mapping: This is a visual tool that helps you brainstorm ideas and 

prioritize tasks. You start by writing down a central idea or task and then 

create branches with related tasks or ideas. This helps you see the big 

picture and prioritize tasks based on their relationship to the central idea. 
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Delegation 

Delegation is the process of assigning tasks or responsibilities to others within an 

organization or team. It involves identifying tasks that can be performed by someone 

else and empowering them to take on those tasks. Delegation is an important skill for 

effective leadership and management, as it allows individuals to focus on higher-level 

tasks while delegating lower-level tasks to others. 

 

The process of delegation typically involves the following steps: 

 

1. Identifying tasks: The first step in delegation is to identify tasks that can be 

delegated. These could be tasks that are time-consuming or repetitive, or 

tasks that are better suited to someone else's skills or expertise. 
 

2. Choosing the right person: Once you have identified the tasks to be 

delegated, you need to choose the right person for the job. This involves 

assessing the skills and experience of your team members and matching 

them to the tasks at hand. 
 

3. Defining the task: Once you have chosen the right person for the job, you 

need to define the task clearly. This includes setting clear expectations for 

what needs to be done, how it should be done, and any deadlines or 

quality standards that need to be met. 
 

4. Providing support: It's important to provide support to the person who is 

taking on the delegated task. This could include providing resources such 

as training, tools or equipment, or simply being available to answer 

questions or provide guidance. 
 

5. Monitoring progress: Finally, it's important to monitor progress and provide 

feedback on the delegated task. This means regularly checking in with 

the person who is performing the task and providing constructive 

feedback on their performance. 
 

Activity 3 
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Effective delegation can help individuals and organizations to work more efficiently 

and achieve better results. By delegating tasks to others, individuals can focus on 

higher-level tasks and improve their overall productivity. Additionally, delegation can 

help to develop the skills and expertise of team members, which can lead to better 

performance and job satisfaction. 

 

Practical examples of delegation: 

 

 Delegating tasks to team members: If you are a manager or team leader, you 

can delegate tasks to your team members based on their strengths and 

expertise. For example, if you have a team member who is particularly good at 

social media marketing, you can delegate social media tasks to them. 

 

 Outsourcing: If you have tasks that are outside your area of expertise, you can 

delegate them to external contractors or freelancers. For example, you can 

delegate your bookkeeping or website design to an external service provider. 

 

 Automating tasks: Some tasks can be automated using software or tools. For 

example, you can use scheduling software to automate your social media posts, 

or use accounting software to automate your bookkeeping tasks. 

 

 Sharing responsibilities: If you are working on a project with others, you can 

delegate tasks and responsibilities to other team members. This can help you 

focus on your own tasks and ensure that everyone is working together towards 

the same goal. 

 

 Mentorship: If you are a mentor or coach, you can delegate tasks to your 

mentees or students to help them develop their skills and gain experience. For 

example, you can delegate the task of conducting research or writing reports to 

your mentee as part of their learning process. 
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Automation 

Automation is the process of using technology or machinery to perform tasks or 

processes that were previously done manually by humans. This can include tasks such 

as data entry, manufacturing, or customer service. Automation can help to improve 

efficiency, reduce errors, and save time and money. 

 

The use of automation has become increasingly common in many industries, as 

technology has advanced and become more affordable. For example, many 

manufacturing processes have been automated, using machines to perform tasks such 

as assembly or packaging. In the healthcare industry, automation is used to help with 

tasks such as scheduling appointments, managing patient records, and processing 

insurance claims. 

 

Automation can also be used in office settings, such as for data entry, invoicing, or 

customer service. For example, many companies use chatbots to provide automated 

customer service, allowing customers to get assistance quickly and efficiently without 

needing to speak to a human representative. 

 

One of the benefits of automation is that it can free up human workers to focus on tasks 

that require human skills, such as creativity, problem-solving, or interpersonal 

communication. However, automation can also lead to job displacement for workers 

who previously performed the automated tasks. As a result, it's important for 

organizations to consider the impact of automation on their workforce and to provide 

training and support for workers who may be affected. 

 

Practical examples of automation: 

 

 Email marketing: Using email marketing software, you can automate your email 

campaigns, including welcome emails, newsletters, and promotional emails. The 

software can automatically send emails to your subscribers based on triggers 

such as signups or purchases. 

 

Activity 4 
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 Social media scheduling: With social media scheduling tools, you can schedule 

your social media posts in advance, saving time and ensuring consistent posting. 

The tools can also suggest optimal posting times and analyze engagement. 

 

 E-commerce order processing: E-commerce platforms such as Shopify or 

WooCommerce offer order processing automation, which can help manage 

your inventory, shipping, and payment processing. Orders can be automatically 

fulfilled and tracking information can be sent to customers. 

 

 Customer service chatbots: Chatbots can be used to automate customer 

service inquiries, reducing response times and freeing up staff resources. They 

can be programmed to answer common questions or direct customers to 

relevant resources. 

 

 Data entry and processing: Automation tools such as OCR (Optical Character 

Recognition) can scan and process documents, extracting relevant information 

and reducing the need for manual data entry. This can be particularly useful for 

tasks such as invoice processing or digitizing paperwork. 

 

 Task management: Task management software can automate the creation and 

assignment of tasks, as well as reminders and notifications. This can help team 

members stay on track and ensure deadlines are met. 
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Time Management 

Time management is the process of organizing and planning how to effectively use 

your time to achieve specific goals and objectives. This involves prioritizing tasks, 

allocating time to each task, and scheduling activities in a way that maximizes 

productivity and efficiency. 

 

Effective time management requires setting goals, breaking them down into smaller, 

actionable steps, and prioritizing those steps based on their importance and urgency. It 

also involves creating a schedule or calendar to help manage time effectively, 

allocating blocks of time for specific tasks, and avoiding time-wasting activities. 

 

One important aspect of time management is identifying and addressing time-wasters, 

such as distractions or unproductive activities, that can derail productivity. This may 

involve setting boundaries, such as turning off notifications or avoiding social media 

during work hours, and staying focused on the task at hand. 

 

Another important aspect of time management is setting realistic deadlines and goals, 

and monitoring progress to ensure that those goals are being met. This may involve 

using tools such as to-do lists, calendars, or time-tracking software to help manage time 

effectively. 

 

Effective time management can lead to increased productivity, improved work-life 

balance, and reduced stress levels. It is an essential skill for anyone looking to achieve 

their goals, both personally and professionally. 

 

Practical examples of time management techniques: 

 

 Prioritization: Prioritizing tasks is a key component of time management. By 

determining which tasks are most important or urgent, you can allocate your 

time more effectively. 

 

Activity 5 
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 Time blocking: Time blocking involves setting aside specific blocks of time for 

certain tasks. For example, you might block off two hours in the morning for 

emails, one hour for meetings in the afternoon, and two hours for focused work in 

the evening. 

 

 Pomodoro technique: The Pomodoro technique involves working for a set 

amount of time (usually 25 minutes) and then taking a short break (usually 5 

minutes). After four work sessions, take a longer break (usually 15-30 minutes). 

 

 To-do lists: Writing out a list of tasks can help you visualize what needs to be 

done and make sure nothing falls through the cracks. It can also be satisfying to 

cross items off the list as you complete them. 

 

 Single-tasking: Rather than trying to juggle multiple tasks at once, focus on one 

task at a time until it's completed. This can help you be more productive and less 

distracted. 

 

 Avoiding distractions: Turn off notifications on your phone or computer, close 

unnecessary tabs or programs, and find a quiet place to work to minimize 

distractions. 

 

 Setting goals: Set specific, measurable goals for yourself and work towards 

achieving them. This can help keep you motivated and focused. 

 

 Taking breaks: It's important to take breaks throughout the day to give your brain 

a rest and recharge. Go for a walk, stretch, or simply take a few deep breaths to 

help clear your mind. 

 


