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SECTION -I- Very Short Answer Questions (BAQ – 2mark each)
Q1. Define time management.
Ans: Time management is the process of planning and organizing how to divide time between specific activities to work effectively.
Q2. Mention one benefit of time management.
Ans: It reduces stress and increases productivity.
Q3. Name one technique used in time management.
Ans: The Pomodoro Technique.
Q4. What does the “T” in SMART goals stand for?
Ans: Time-bound.
SECTION -II- (SAQ – 5 mark)
Explain the importance of time management in daily life.
Answer (5 Marks):
Time management is very important in daily life because it helps us use time effectively and productively. It allows us to plan and organize our tasks in advance. By setting priorities, we can focus on important work and avoid wasting time. Good time management reduces stress, improves concentration, and increases efficiency. It also helps in achieving goals on time and maintaining a healthy balance between work, studies, and personal life.
2. What is the Eisenhower Matrix in time management
Ans ;Urgent & Important – Tasks that need to be done immediately.
Important but Not Urgent – Tasks that should be planned and scheduled.
Urgent but Not Important – Tasks that can be delegated to others.
Neither Urgent nor Important – Tasks that should be avoided or eliminated.
It helps people focus on what truly matters instead of being busy all the time.
By using this method, one can reduce stress and increase productivity.
It prevents wasting time on unimportant activities.
Thus, the Eisenhower Matrix makes decision-making clear and effective.
Long Answer Question (LAQ – 5 marks)
Q1. Explain the importance of time management in student life.
Ans: Time management is very important for students because it helps them balance studies, hobbies, and personal life. By setting goals and prioritizing tasks, students can complete their assignments on time, prepare better for exams, and avoid last-minute stress. It improves concentration, increases productivity, and provides more free time for relaxation and self-development. Proper time management also helps in reducing procrastination and building discipline, which is essential for success in academics and future career.


