	WSB University


	Field of study: Management

	Module / course: Time management

	Educational profile: practical

	Education cycle: I-cycle studies

	Number of hours per semester
	1
	2
	3

	
	I
	II
	III
	IV
	V
	VI

	Full -time studies

(L/C/lab/pr/e)
	
	
	
	
	
	14C

	Part-time studies

(L/C/lab/pr/e)
	
	
	
	
	
	

	LECTURER

	M.A. Katarzyna Kunowska

	FORM 


	Classes

	COURSE OBJECTIVES


	· Understanding the need to manage yourself in time to achieve work efficiency.
· Acquaintance with selected techniques and tools to facilitate self-management in time.

	Course outcome
	References to outcomes
	Description of learning outcomes  
	Verification of learning outcomes  

	
	Field-related learning outcomes 
	Area-related  learning outcomes 
	Knowledge

	TimeMa_K01
	Z_W08
	S1P_W05
S1P_W09
	knows what values are in life, how to define and hierarchize them,
	· test  

	TimeMa_K02
	Z_W07
	S1P_W04
	knows how to set goals correctly,
	· test  

	TimeMa_K03
	Z_W07
	S1P_W04
	knows what productivity is
	· test  

	TimeMa_K04
	Z_W08
	S1P_W05
S1P_W09
	knows selected techniques and tools supporting self-management in time,
	· test  

	TimeMa_K05
	Z_W08
	S1P_W05
S1P_W09
	knows selected techniques and tools supporting team -management in time,
	· test  

	TimeMa_K06
	Z_W08
	S1P_W05
S1P_W09
	knows the time thieves, knows who and what steals manager's time,
	· test  

	
	
	
	Abilities

	TimeMa_A07
	Z_U10
	S1P_U05
S1P_U06
	can define important values for him and create their hierarchy,
	· discussion and questions during the exercises


	TimeMa_A08
	Z_U10
	S1P_U05
S1P_U06
	can define goals to make them easier to achieve,
	· discussion and questions during the exercises


	TimeMa_A09
	Z_U11
	S1P_U06
S1P_U07
	can choose and use optimal techniques for him supporting self-management over time,
	· discussion and questions during the exercises


	TimeMa_A10
	Z_U11
	S1P_U06
S1P_U07
	can choose and use optimal tools for him supporting self-management over time,
	· discussion and questions during the exercises

	TimeMa_A11
	Z_U11
	S1P_U06
S1P_U07
	is able to delegate tasks effectively,
	· discussion and questions during the exercises

	TimeMa_A12
	Z_U11
	S1P_U06
S1P_U07
	knows how to talk to superiors and subordinates so that conversations do not cause theft of his time,
	· discussion and questions during the exercises

	
	
	
	Social competences

	TimeMa_S13
	Z_K03
	S1P_K03
	is aware of the responsibility for his time, the time of the subordinate team and its use,
	· assessment of student attitudes during analysis and solving specific practical problems

	TimeMa_S14
	Z_K08
	S1P_K07
	is aware of the possibility but also of the need to use selected techniques and tools to increase its own efficiency and effectiveness of the subordinate team.
	· assessment of student attitudes during analysis and solving specific practical problems

	Students’ own workload  (in didactic hours 1h did.=45 minutes)** 

	Full- time

Participation in lectures = 

Participation in classes = 14h

Preparation to classes = 6h

Preparation to lectures = 

Preparation to an examination = 5h

Project tasks =

e-learning =

Credit/examination = 2h

others  (indicate which) = 

TOTAL: 27h

ECTS points: 1

Including practical classes: 1
	Part-time

Participation in lectures = 

Participation in classes = 

Preparation to classes = 

Preparation to lectures = 

Preparation to an examination = 

Project tasks =

e-learning =

Credit/examination =

others  (indicate which) = 

TOTAL:

ECTS points:

Including practical classes:



	PREREQUISITES

	Basic knowledge of computer tools for preparing practical project presentations.

	COURSE CONTENT
(Division into contact hours and e-learning)

	Contact hours:
· Determining what time is and how it translates into material value
· Determining why to manage your time effectively
· Values in life and their hierarchy
· Goal setting
· “How could that make any sense"
· SMART (ER)
· WORTH
· PPT
· Kurt Vonnegut's strategy
· Productivity
· Personal Efficiency
· Pareto principle, double Pareto principle
· IV generations of systems for task organization
· task lists
· calendar
· prioritizing tasks
· Eisenhower matrix
· GTD or Getting Things Done
· mind cleansing (secure system)
· task grouping
· next action
· contexts
· reference materials
· sharing and delegating
· verification and reviews
· planning
· The difference between delegating and delegating tasks
· Selected tools supporting self-management in time
· Time Thieves
· obvious
· hidden 
· Who steals manager's time
Preparation of a project in the field of using the discussed tools and techniques to achieve the selected goal.
E-learning: Not applicable


	LITERATURE

(compulsory reading)


	· P. Bartoszczuk, Time and quality in project management. Warszawa : Warsaw School of Economics, 2015.

· I. Sabelis, Time Management. Time & Society 2001, vol. 10 (2-3). (online – Sage Journals)

· B. Thomack, Time Management for Today's Workplace Demands. Workplace Health & Safety 2012, vol. 60 (5). (online – Sage Journals)

· P. Rydén, O. A. El Sawy, How Managers Perceive Real-Time Management: Thinking Fast & Flow. California Management Review 2018, vol. 61 (2). (online – Sage Journals)

	OPTIONAL LITERATURE
	· V. Wilkie, R. Cragg, Time Management. InnovAiT 2008, vol. 1 (5). (online – Sage Journals)

	TEACHING METHODS
(Division into contact hours and e-learning)

	Contact hours:
· multimedia presentation, 
· story, 
· anecdote, 
· problematic issues, 
· case studies 
· brainstorm, 
· didactic discussion.
E-learning: not applicable

	TEACHING AIDS
	Multimedia projector, personal computer, software: MS Power Point, Task Unifier, GQueues, DoIT, Tracks, MS Outlook, case study sets and problematic issues

	PROJECT
(if implemented in the framework of a classes module)
	Goal: 
Acquiring the skills of practical use of techniques and tools in a specific life situation.
Subject: 
· Effective achievement of a short-term goal using selected techniques and tools.
Stages: choice of value, choice of goal, choice of techniques and tools, conducting experimental experiment, analysis of correctness of selected techniques and tools, conclusions

	METHOD OF ASSESSMENT
(Division into contact hours and e-learning 

	Classes– credit with grade

	FORM AND CONDITIONS OF ASSESSMENT
	· Test.
· Project evaluation.
The condition of obtaining credit is obtaining a positive grade from all forms of credit provided for in the curriculum, taking into account the quantitative criteria of grading specified in the Framework Student Evaluation System at the WSB University  in Dąbrowa Górnicza


* L-lecture, C-classes lab-laboratory, pro- project, e-e-learning
