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“Choris Enotita Emeis Karkinobato... 
Without Unity We Have No Success!” 

 
 

All of us have the same amount of time each day, only 24 hours.  The ability to use time correctly 

may spell the difference between success and failure.  Time will only wait if it is earned.  

Successful people consider time a very precious commodity - - a commodity that is utilized to its 

ultimate degree.  Some executives plan the things they want to accomplish during a normal work 

day.  They put priority on their tasks, finishing the first priority before going on to the second and 

third (as adult learners, sometimes we are unable to project what will happen within the next few 

minutes, let alone before the day is through).   Once a system like this is in operation, it becomes a 

work-style that enhances use of time. 

Successful people also have a common skill which sets them apart from their competition: full 

concentration on getting the most important things done for today, without excessive concern 

about the future or the past. 

Some people can do more than one thing at a time.  They can add up a column of figures while 

waiting for someone to come on the phone.  Another trick is to wait until you have sufficient 

material before hand-delivering paperwork.  It is not how much work is done, it is how “smart” the 

work is done. 

Be observant of the people around you.  Ask yourselves how others would handle a particular job.  

Each person we meet has unique talents, and may have some tricks or secrets that might help save 

time.   

It is common for people to get involved in work that they like and do well.  Additionally, some will 

avoid neglecting work that is difficult or time-consuming.  It is this work that adds exposure to 

provide a more well-rounded experience, making us more marketable.  Never overlook the chance 

to increase your greatest commodity – your time. 

Find out how you are spending your day.  Is too much time being spent on routine jobs; social 

media, web surfing, answering simple questions, and the like?  Once you find out what is taking up 

most of your time, ask yourself how you can better utilize it.  A successful person must know how 

to control time.  
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Tricks of saving time may be a simple as: 

 Buying a watch 

 Cutting down on personal chatter and starting work on time 

 Asking questions 

 Making good use of ideas 

 Seeing a job through to completion 

 Developing good rapport with others 

 Using good memory joggers 

 Knowing the right people to talk to when you need information 

 Delegating tasks that can be handled more effectively and speedily by others 

 Avoiding the office pessimist 

 Avoid becoming so efficient that you take on jobs that are assigned to others 

 Communicating based on a person’s understanding and background 

 

It is very easy to waste valuable time.  It is more difficult to become time-conscious and to work 

toward a full day of work with minimum amount of wasted time.  Learn how to manage your time, 

because time is money. 

  

 


