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ABSTRACT  

One of the veritable tools of a leader to achieve goals of organization is, time. People’s productivity and 

organizations´ performance are heavily related to their time usage. Therefore, leaders should have conscious 

awareness towards their time personality. What have remained challenges in public organizations in Nigeria is 

how a leader manages his time. Some individuals occupied leadership positions without possessing at least one 

of the leadership skills and training, which is time management. Thus this study focuses on time management as 

an indispensable leadership tool for attaining goals in the Nigerian public organizations. This study adopts 

qualitative techniques. It reviews previous field works and theories. In addition, materials were gathered from 

the internet, journals and textbooks. It therefore reveals that many public organizations failed not because the 

expected resources are not available, but the kind of leader that possesses quality of leadership skills especially 

in terms of time management, are not in position. This study therefore suggests some tips to manage time and to 

appear as a good leader in the public organizations. Among others tips, a prioritized and organizing daily work 

plan or schedule is suggested for public organizations. 

Keynotes: Goals; Leadership; Management; Public organization; Time management.        

 

INTRODUCTION  

How do some leaders appear to be able to cram so many things into their schedules while others hardly have 

time to plan? Are they more intelligent? Are you more organized? Are they great at time management? The 

response is that they effectively control their time, which is one of the qualities that a leader must possess 

(Edward, 2010). Human, material, financial, and time resources are important for any leader, whether in the 

private or public sector. Time is the most valuable and irreplaceable of all these tools, so time management 

skills are critical for organizational success (Pearce, 2007; Mathew, 2015). 

There have been problems of time management in public agencies. In public institutions, there have been 

difficulties in managing time. These issues affect all aspects of government, especially in Nigeria. The slogan 

"African Time" comes from the public sector, where time is undervalued in dealing with public matters. This act 
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denotes "Poor Leadership Syndrome," which explains why most Nigerian public services are ineffective and 

inefficient. 

According to Mathew (2015), time management is a method of developing and implementing processes and 

resources to achieve optimum performance, effectiveness, and productivity. It entails mastering a number of 

abilities such as goal-setting, planning, and prioritizing. is a way to develop and use processes and tools for 

maximum efficiency, effectiveness, and productivity. It involves mastery of a set of skills like setting goals, 

planning and also its effective use of time to achieve desired results (Downs, 2008 in Mathew, 2015).  

We were able to study literatures on time management, leadership, and public organizations thanks to the 

authors' previous works. However, we discovered that not enough focus has been put on balancing leadership 

and time management. It is important to remember that in order to be qualified as a good leader; one must 

determine his level of awareness when it comes to time management. As previously mentioned, among other 

abilities, a leader's ability to control time is unavoidable. As a result, this study views time management as a 

critical leadership method for achieving public-sector objectives in Nigeria. Following that, we'll look at 

different concepts of leadership, management, the leadership-management divide, and time management. We 

analyze several key theories of leadership and time management in order to use them as guidelines for 

successful organizational leadership. We also addressed some of the challenges that leaders face in getting 

things done, especially in public organizations, and offered some time management tips for leaders. 

 

CONCEPTUAL AND THEORETICAL CLARIFICATIONS 

To Begin with, it is pertinent to take a look at who a leader is so as to be able to understand the need for time 

management. The Question therefore is who is a leader?  

 

Definitions of Leader and Leadership 

A leader, according to the Online Encyclopedia Dictionary, is someone who commands or leads a community, 

organization, or nation. In the United Kingdom, a leader is responsible for starting business in either the House 

of Commons or the House of Lords. In simple terms, a leader is someone who has the power to direct, guide, 

and influences others in order to achieve organizational objectives. To put it another way, he is the person that 

others look to in organizations for guidance on how to achieve defined objectives. The leader is the most 

important component of any organization. He can make or break a company based on his demeanor, approach, 

and methods of conducting business. Any organization without a leader is like a dormant cocoon that is easily 

prone to collapse. Good leaders are able to set ambitious goals and priorities while directing the activities of the 

organization towards those goals by successful tactics, and they are the ones who monitor and take care of the 

activity of an organization. In addition, good leaders can influence and inspire their workers by promoting a 

positive corporate culture and providing generous employee benefits such as job pay, health insurance, and 

leave benefits, among other things. 

A leader has the potential to affect his organization's success to greater heights. Anyone with strong leadership 

skills can set a successful example or act as a role model for their colleagues. A leader who is effective in this 

area will undoubtedly gain the employees' confidence and respect, which can unconsciously alter their 

principles, opinions, habits, and attitudes. Members with good leadership skills are more likely to infuse their 

organizations with new ideas. 
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Identifications of Some Leadership Skills  

i. Some Leadership Skills Have Been Recognized. According to Wilson (2015), there are ten basic 

outstanding leadership skills leadership Ability: This skill refers to a leader's ability to see his or her 

vision clearly, share it with employees, and encourage them to support it. The ability to lead often 

includes a leader's ability to inspire workers in order to achieve the desired business outcomes. Each 

employee, for example, should be aware of how his or her work relates to the company's overall 

objectives. It is part of a leader's job to instill this knowledge. 

ii. Effective Communication: Effective communication is a quality that all great leaders possess. They 

must know how to communicate effectively, explain the company's vision to staff, ensure that daily 

tasks are completed, initiate office discussions, and recognize when a meeting is appropriate. Leaders 

must also be able to clarify what a job entails before someone is hired, as well as explain why someone 

is fired. For example, if the team is expecting a particularly busy period, a leader might send an email 

outlining the most critical tasks to ensure that everyone is on the same page (Annie, 2015).Relationship 

Building:  

iii. Creating and fostering relationships with both employees and clients is one of the marks of a leader 

who is truly dedicated to his or her position and company. It takes an investment of time, emotion, and 

effort to maintain business relationships, and this isn‟t overlooked by your team members or customers. 

These relationships will help inspire your team to work harder, possibly even going beyond their job 

responsibilities. A team member who feels personally mentored by his or her manager is more likely to 

go the extra mile for that manager (Annie, 2015). 

iv. Industry Expertise: It is difficult and de-motivating to follow a leader who doesn‟t understand what 

he or she is doing or is less qualified than the employees. Great leaders must truly lead; both in the 

workplace and in their respective fields. They must be a voice of authority that clients, employees, and 

other industry professionals look to and respect. This expertise must also drive important decisions and 

help them understand what is and isn‟t possible for each position. For example, a good website design 

leader won‟t ask his or her team to build a website function that isn‟t feasible. Instead, the leader 

should suggest an alternative, possibly better solution (Annie, 2015). 

v. Perceptive of Team Needs: In addition to having important leadership skills, managers must make 

sure their teams also have the skills they need to succeed. Leaders should be able to determine the most 

vital skills for a position, and either find someone who already has those skills or hire someone who is 

a good company fit and then train them. Great leaders can identify all of the skills within the scope of a 

role, and then ensure that the new team member has the proper training and certifications, when 

applicable. You must also understand what your team needs in terms of equipment and logistics. For 

example, a leader shouldn‟t ask employees to do intense Web-based research with a slow, outdated 

computer (Annie, 2015). 

vi. Trustworthiness: The most trusted leaders display integrity and honesty, gaining the trust and respect 

of their employees and clients. Being seen as trustworthy will increase your team members‟ 

commitment to their goals, and inspire their best efforts. Many factors go into being seen as 

trustworthy, including competence and perceived intent. Being trusted by your team also helps the 

http://profilesasiapacific.com/index.php?menuname=Solutions&page=jobmatching
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communication process, because team members will be more likely to take risks during brainstorming 

sessions and come to you with any problems that are hindering their work (Annie, 2015). 

vii. Time Management: Although time management is often seen as an important skill for employees, it‟s 

even more important for leaders. Great leaders not only have to manage their own time, they have to 

manage an entire company‟s time and efforts. Time management for leaders entails knowing how and 

where to spend their own time, understanding how employees spend their time, and what objectives 

each department should spend its time on. Leaders must decide where to invest the company‟s time and 

resources; which clients have a good return-on-investment; which employees need a little more 

mentoring; which business ventures will benefit customers, and so on (Annie, 2015). 

viii. Commitment: Great leaders are committed to their business, their employees, and their customers. 

They understand that what makes a product or service great is an ongoing commitment to excellence. A 

leader who isn‟t committed to his or her team may end up abusing them; one who isn‟t committed to a 

company shouldn‟t be leading it; and a lack of commitment to customers means that customer service 

will decline. For example, if leaders don‟t listen to customer complaints and suggestions, innovation 

and satisfaction standards will go down (Annie, 2015). 

ix. Confidence: Confidence inspires trust and helps leaders present themselves and their company well. 

Leaders need confidence in order to make important decisions and stick to them. There is a lot of 

pressure in business for leaders to be decisive, and changing your mind often is usually detrimental. 

For example, deciding to offer a new product then cancelling it once the research and development has 

started will cost the business time and money, at the very least (Annie, 2015). 

x. Problem Solving: Last but certainly not least comes problem-solving skills. All leaders must know 

how to solve problems for their team and company. The best companies solve a particular problem for 

their clients, and the best leaders solve problems at work. For example, if an employee comes to you 

with a problem, your number one goal as a leader is to solve that problem in the best interest of both 

the company and employee. Turning problems around for an employee can also inspire loyalty and 

retention (Annie, 2015). 

All ten factors contribute to a well-rounded and highly effective leader. From the definitions and skills identified 

above, we can therefore break leadership into four classifications: 

a) Leadership is about what you are: this definitional theme focuses on leader traits and attributes and is 

one of the oldest ways of conceptualizing leadership. This emphasis is on identifying the characteristics 

that define natural or born leaders.  

b) Leadership is about how you act: From this perspective leadership is defined as the exercise of 

influence or power. To identify leaders, we need to determine who is influencing whom.  

c) Leadership is about what you do: This definitional theme focuses on the role that leaders play.  

d) Leadership is about how you work with others: This definitional theme emphasizes collaboration. 

Leaders and followers establish mutual purposes and work together as partners to reach their goals. 
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What then is Management?  

Business Dictionary Online defined Management as a factor of production along with Machines, Materials, and 

Money. According to Drucker (2005), the basic task of management includes both marketing and innovation. 

Practice of modern management originates from the 16th century study of low-efficiency and failures of certain 

enterprises, conducted by the English statesman Sir Thomas More (1478-1535). Management consists of the 

interlocking functions of creating corporate policy and organizing, planning, controlling, budgeting, reporting, 

and directing an organization's resources in order to achieve the objectives of that policy 

(www.businessdictionary.com/definition/management.html, 2019). 

 

Is Leadership different from Management? 

Leadership and Management are two different things. Management is more like the traditional way of managing 

business, which the owner of the business has complete control of the organization, and will single handedly 

establish a direction and direct their employees to do their work in accordance with the owner‟s instruction and 

plans. On the other hand, leadership is when the leader guides their employees towards the organizational goals, 

all the while trying to communicate and motivate their employees in order to make sure that their employees are 

in the right position to use their talents and commitment to their jobs. Leadership strategies also changes 

according to current trends when necessary, unlike management that merely follows its old traditional rules.  

The dichotomy of management and leadership are further stated in the table 1 below:  

Table 1: Dichotomy between Management and Leadership 

 Management  Leadership  Similarities  

1 Planning and budgeting  

 Keeping eye on bottom line 

Creating vision and strategy  

Keeping eye on the horizon 

Both Coordinate affairs  

2 Focuses on objects;  

producing/selling goods and 

services  

Based on position power 

Focuses on people;  

inspiring and motivating 

followers   

Based on personal power 

Both Direct affairs  

3 Acting as boss; 

 

Conscious of Time  

Acting as coach, facilitator, 

servant; 

Moderate Time 

Both Decide 

 

Both are Managers of Time 

4 Emotional distance  

Expert mind  

Talking  

Conformity  

Insight into organization 

Emotional connections (heart) 

Open mind (mindfulness)  

Listening (communication)  Non-

conformity (courage)  Insight 

into self (integrity) 

Both Acts to achieve a Goal 

5 Implementation of the leader‟s 

vision and changes introduced by 

leaders, and the maintenance and 

administration of organizational 

infrastructures. 

Articulation of an organizational 

vision and the introduction of 

major organizational change; 

provides inspiration and deals 

with highly stressful and 

troublesome aspects of the 

Both strives for the 

development of the organization  

http://www.businessdictionary.com/definition/management.html
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external environments of 

organizations. 

6 Focuses on the tasks (things) when 

performing the management 

functions of planning, 

organization, and controlling.  

Planning. Establishes detailed 

objectives and plans for achieving 

them.  

Organizing and staffing. Sets up 

structure for employees to do the 

job the way the manager expects it 

to be done. 

Focuses on the interpersonal 

relationships (people).  

Establishes direction; develops a 

vision and the strategies needed 

for its achievement.  

 Innovates and allows employees 

to do the job any way they want, 

as long as they get results that 

relate to the vision. 

Both are directed to achieve a 

purpose  

7 Controlling. Monitors results 

against plans and takes corrective 

action.  Predictable. Plans, 

organizes, and controls with 

consistent behaviour.  

Prefers stability. 

Motivates and inspires employees 

to accomplish the vision in 

creative ways. Makes innovative, 

quick changes that are not very 

predictable.  

Prefers change. 

Both possess innovative and 

creativity skills  

8 Managers do things right. Leaders do the right things. Both are rightful positioned  

9 Focus is on a short-term view, 

avoiding risks, maintaining and 

imitating. 

The focus is on a long-term view, 

taking risks, innovating, and 

originating. 

Both are vision carriers  

10 Maintains stability Creates change Both tend to achieve  objectives 

Sources: University of Pretoria Library (2019).   

 

What is Time Management?  

Time management is important to any leader, but particularly so to those involved in public organizations. Time 

management is seen as a collective responsibility of all organizational members (Aphu & Xing, 2015). To 

Druker (1995) one major factor in every management problem, every decision, action, not a 4th function but a 

dimension is time. The concept of time squeeze is cited there. Time is keeping entrepreneurs running today, in 

order to enjoy the future. Manager‟s action on present result directly determines the future. The heart of 

effective time management is in weekly time organization. Schedule time requires having clearly defined goals. 

This gives guidelines to patronize activities, to motivate one to weekly schedule lies in having a daily list of 

things to be done. An hour by hour weekly schedule allows time allocation to be realistic. Man‟s most 

perishable resource is time. Whether resources, equipment are used at times makes a difference in productivity 

(Aphu & Xing, 2015). 

Time management presupposes conscious control over amount of time which is spent on particular types of 

works, increasing efficiency and quality of a product of activity. Nowadays there are a lot of approaches to 

efficient use of time. The most often discussed of foreign specialists in time-management is P. Druker who paid 
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attention to complexity of management of creative process and administrative work "from above" (Andrey, 

Dina, Mikhail & Sergey, 2015). 

According to Andrey, et al, (2015), the contents and the directions of time-management to designing of 

professional activity, leisure, the social environment in the family circle, among friends, in private life, partly in 

health, etc. In time-management we consider various aspects of planning of human life as persons, as official, 

structural division, the organization in general. It is also necessary to note that it is impossible to make absolute 

of time-management. Some researchers even consider ordered activity excessive (Andrey, Dina, Mikhail & 

Sergey, 2015). 

Leadership and Time Management: the Nexus  

One significant ingredient or tool for a successful leader is his ability to manage his time. A leader who lacks 

this ability will surely fail. Thus focus is more directed to the public organizations, leadership in many public 

organizations lack time management probably due to the nature of government activities or otherwise. But for 

an individual to be regarded as a leader, in the stated organization, must possess some management tool which 

time is inevitable.  

Leadership is one of the most observed and least understood phenomena on earth. A call for a focus on 

leadership and time management is timely, important and no doubt topical, reflecting the worldwide thrust on 

leaders. As the head of the organization or department as the case may be, a leader can make or mar the 

organization. Thus it is much easy to attribute the success of any organization to the leader of that organization.  

Table one above which dichotomized management and leadership stated the similarities at every point in time of 

managing or directing. What we are saying here is, there is a connection between leadership and being time 

conscious. An individual who is leading a multitude of diversifications must know that time does not wait for no 

one and at every point in time; he must keeps to time because he must lead by example. Sometime, a leader do 

not need to implore the follower to act in a particular direction, he then need to act first, which indirectly teach 

the follower how often to act in that effect.   

 

SOME EXTANT THEORIES AND MODELS OF TIME MANAGEMENT  

ABC Model of Time Management  

ABC model is based on three fundamental ideas which can be broadly explained as under:  

 

a) Awareness  

Every second and moment can be an opportunity if one is aware of its significance. The activities to be 

performed in a day can be grouped into four levels/ quadrants as indicated below: 

Table 2: Time Factor for ABC model  

Particulars  Urgent  Not urgent  

Important  1. Exam 2. Exercise;  

Not important  3. Unimportant 

phone calls 

4. Watching 

TV, Gaming 

Source: Jinalee and Singh, (2018: 18).  
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The first tasks that one has to do are the important and urgent one. The second tasks to be done are the important 

but not urgent. The third tasks to be done are the urgent but not important tasks. The fourth tasks to be done are 

not important and also not urgent.  

b) Believe  

Once a person is aware of time and its value and importance for aim in life, one is half way down the road to 

success. Focusing and following the four quadrants will create a habit of doing things on time and confidently.  

c) Continuation  

Some tools or techniques are required to put awareness and belief into real practice. Continuation of using time 

management tools and techniques will bring success in personal and professional life (Chowdhury, 2013; Jinalee 

& Singh, 2018). 

Pareto’s Principle: The 80-20 Rule  

The Pareto‟s principle is named after the Italian economist- sociologists Vilfredo Pareto (1848- 1923). The 80- 

20 Rule can be used in many aspects of organization and business management. This theory offers a quick and 

easy way to understand clearly what is important and what are unnecessary (Reh, 2018; Jinalee & Singh, 2018). 

The 80- 20 Principle requires the following steps to be taken:  

1) Identifying 20% that is considered vital, which would probably enable at least 80% of productivity, 

performance, effectiveness etc. is required.  

2) One should retain this 20% and nothing else, unless it serves a crucial point  

3) It should be then tested for effectiveness and implications of the reduced range/ holding  

4) It must be then referred to aspects of change management and project management as considered 

appropriate.  

Table 3: Time Effect 

20% The most 

important task 

    Up to 80%    

Achievement 

80% Secondary affairs     Only 20% 

Achievement 

Source: Jinalee and Singh, (2018: 20).  

Pareto Principle in Time Management This principle allows maximum results in minimum time. It offers the 

opportunity to increase personal effectiveness (Jinalee & Singh, 2018). 

In simple way, the 80- 20 principle says that 20% of activities will account to 80% of the results. Each task may 

take the same amount of time to accomplish, but doing one or two important tasks will contribute five or ten 

times the value as any one of the others. Productive people always discipline themselves to start on the most 

important task which is set before them. They force themselves to complete the important one first under any 

circumstance (Jinalee & Singh, 2018). 

 

Covey’s Time Management Grid 

The Covey Time Management grid is an effective method of organizing priorities. It consists of four quadrants 

(Covey, 2013; Jinalee & Singh, 2018). 
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Table 4: 

Particular  Urgent  Not Urgent  

Important  Quadrant I Urgent and 

important activities 

Quadrant II Not urgent 

but important activities 

Not Important  Quadrant III Urgent and 

not important 

Quadrant IV Not urgent 

and important 

Source: Jinalee and Singh, (2018:23). Stephen Covey, (2013:11). 

Quadrant I signifies immediate and important deadlines.  

Quadrant II is to plan long term strategies and development programmes.  

Quadrant III is for time pressured distractions. They are not really important but some people want them 

immediately. 

Quadrant IV consists of those activities that yield little value. These activities are often used for taking a break 

from pressured tasks. Many people find that most of their activities fall under quadrants I and II. Quadrant II is 

often not used but it is exceptionally important because one needs to work tactically and strategically at the 

same time. The common outcome of using this grid is to find ways for expanding the activities in quadrant II 

(Mueller, 2017; Jinalee and Singh, 2018). 

How to apply the grid  

The first and most obvious use of the grid is to take the current „to- do‟ list and sorting all the activities into the 

appropriate grid. One has to assess the amount of time required to complete the lists and if necessary, the 

activities can be reallocated. The second approach of using the grid is a one week assessment strategy. One has 

to make six copies of the grid and to use one copy of the grid each day of the week, listing all activities and time 

spent on the activities. At the end of the week, the five individual day data has to be combined onto one 

summary grid i.e., grid number 6 and the percentage of time in each grid has to be calculated. Finally, 

evaluation has to be done to find out how well time has been spent on the activities and whether the workloads 

need to be reorganized or not (Jinalee & Singh, 2018). 

 

Pickle Jar Theory  

One must be quite familiar with the story of pickle jar. It is simple but quite a good solution for better time 

management. Like everything in life has a purpose, everything in the pickle jar also has a purpose for existence. 

The pickle jar is comparable to our life. Sand, pebble and rocks inside the jar have their own meanings. The 

rocks represent the major important task that has serious consequences if not accomplished on time. The pebbles 

represent the daily tasks with average importance.  

The sand represents unimportant tasks like phone calls, emails, social media notifications. The sand thus denotes 

distracting activities. If the jar is filled with sand first, there will be no space for the pebbles and rocks. If the jar 

is filled with pebbles, there is some space for sand but no space for the rock. If the jar is filled with rocks first, 

pebbles second and sand at last, there are rooms for all the three. This denotes a simple lesson that if one fulfils 

the major tasks first, there will be room to complete other tasks as well as get time for leisure (Mulder, 2017; 

Jinalee & Singh, 2018). 
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All the above theories and model of time management may be linked with the style in which a good leader 

adopts in operation. Out of these styles, transformational style will be considered coupled with the models of 

time management to see if a leader of a transformational inclined brings out an effective result.  

Transformational Leadership with Time Management    

Transformational leadership links with positive time management outcomes on individual as well as 

organizational levels. Transformational leaders embolden followers to attain higher-order needs like self-

actualization, self-esteem, time consciousness (Bass, 1985), and are influential in surging followers' motivation 

in the direction of “self-sacrifice and achievement of organizational goals over personal interests (Bass, 1995). 

Leaders with Idealized Influence demonstrate heightened concerns and cognizance of followers' needs and 

generate a sense of shared risk-taking” (Jung et al., 2008). Transformational leader leads by example, take for 

instance, a public figure who leads many followers implore followers to be punctual at work place must act first 

in that manner. Inspirational Motivation affords a cradle of encouragement and challenges followers to achieve 

the set goals, whereas, Intellectual Stimulation inspires followers to be more creative and innovative in their 

problem-solving skills (Khan, Nawaz & Khan, 2016). 

Transformational leaders resume work always before the resumption time to crave a good leadership example 

for his followers, grade their relationships with followers very high in priority and demonstrate individualized 

consideration in meeting their needs for empowerment, achievement, enhanced self-efficacy and personal 

growth. Leadership styles, however, do not embrace all of the factors that influence innovation (Khan, Nawaz & 

Khan, 2016). 

Charismatic leaders instill self-confidence onto others and attend to matter in time. It does not waste time in 

carrying out responsibilities. It is their demonstration of confidence in a follower‟s preparedness to make self-

sacrifices and an aptitude to undertake exceptional goals which is an influential rousing force of idealized 

influence and role-modeling behavior (House & Shamir, 1993). Leaders with confidence in their employees can 

secure great accomplishments. Leaders with idealized influence are endowed with a constructive sense of self-

determination. 

Transformational leadership role is mentoring followers and learning about key responsibilities of leaders in the 

context of idealized behavior. Such leaders are learning leaders. In short, fundamental pointers of idealized 

influence are role-modeling, time managing, articulation and values-creation, providing sense of purpose, 

meaning, self-esteem, self-determination, emotional control and confidence in followers. 

 

CHALLENGES OF MANAGING TIME IN NIGERIAN PUBLIC ORGANIZATIONS  

Public Organizations as far as Nigeria is concerned, are faced with numerous challenges. These range from 

ineffective management of time to inability of a leader in public organizations to lead by example. Nigerian 

ministries, extra-ministerial departments, parastatals and agencies are guilty of this. There is general saying by 

public servant that “public job is not anyone‟s fathers business” this slogan has continually reducing the morale 

and motives to work effectively. 

Another major issue in the organizations is unpunctuality to work, public servant are not always conscious of 

time, some are even known for perpetual late comer to work and no penalty for that. It is pertinent to note that 

the leader in the position who supposes to fight against that is also a victim of late coming.  
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A leader in such manner develops administrative bottleneck personally in attending to some public matters. 

“African Time” mentality has also been adopted at public services across Nigeria, citizens no longer have 

confidence in such public servants anymore. Take for instance, many public/general hospitals have continually 

postponing the appointments between patients and doctors, some patients that need urgent attention have died 

on a spot unattended to. All these boiled down to lack of time management. There is a poem which quotes thus: 

“tick says the clock tick-tick what you have to do quick.” However, some tips had been suggested for both 

public and private organizations so as to attain the optimal organizational goals if it is strictly followed. These 

will be discussed in the next paragraph below:   

 

TIME MANAGEMENT: A TIP FOR LEADER TO ATTAIN PUBLIC 

ORGANIZATIONAL GOALS IN NIGERIA 

The failure of imported western models of leadership to solve the socio-economic and sociopolitical problems of 

developing countries like Nigeria is increasingly raising questions in the minds of concerned individuals and 

organizations all over the world about the efficacy and relevance of these models.  

However, for every problem, there exists a solution. The time is now for scholars to begin looking inward 

searching for strategies or techniques through which time can be well managed in the Nigerian public setting. 

The issue of time management by public leaders in Nigeria could only be solved if the recommended tips in this 

work are followed on a daily basis.  

Leadership remains the cornerstone for the accomplishment of desired goals in every human organization. Such 

leadership must not only be people-oriented, but also, must administer the affairs of the organization implicit in 

the history, cultures, norms, values, yearnings and aspirations of the organization.  

Why most organizations or countries fail in the attainment of predetermined goals is sometimes traceable to the 

adherence and application of models of leadership alien to the environment in which leaders operate. Thus, 

available evidence has shown that no organization or country can grow bigger than the vision of its leadership. 

This implies that leadership is very important in development-oriented organizations  

 

How then do we Manage Time as Leaders? 

There are about 170 tips on how a leader can effectively manage his or her time for effectiveness. Highlighting 

all the tips and discussing them would have been useful but certainly turn to boredom. We have decided to 

therefore highlight the salient tips for the purpose of this work. It is also necessary that we are advised not to be 

overwhelmed by trying to implement everything at once. Rather we should pick out one or two and experiment 

it gradually and becomes a part of us. The assurance is that these tips will go a long way to make leaders more 

effective. 

1 Device a Prioritized Daily Work Plan or Schedule 

Having a work plan is very important for the success of a leader. Tasks are usually numerous and where you 

keep them loose without attention to the most important ones will amount to a colossal waste of time. Similarly, 

you can plan for the next day ahead of time and do same for the week. Planning for the month can also be 

helpful in focusing on your priorities.  
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2 Do a Daily Morning Prayer 

There is need to seek the support of our creator, the God of heaven and earth. As the Holy Bible puts it, except 

the Lord builds, the builder builds in vain…PSALM 127:1. This by implication means a waste of time 

3 Setting of Goals  

Make sure that you have well defined and clear goals and they are written down. Then start taking actions 

towards them. This will serve as a guide in so far as you do not depart from it  

4 Delegation  

One mistake leaders make and which hinders effectiveness and efficiency is not being able to delegate 

responsibilities. They try to do it all themselves. Delegation is significant in time management. By delegating 

you safe yourself a lot of time and frustration. Indeed, when you delegate, you are off loading the heavy load on 

you. Apart from this, there are others who indeed may do it better and faster than you. They may enjoy it when 

you do not. The way to this, is to delegate as much as possible tasks that are less important to you or that you are 

not as good at and focus on those ones you can handle effectively or that which you inevitably must do. 

5 Promptly Keeping to Time, Before, During and After a Task 

This is vital in time management. A good leader must learn to keep to time. Most times leaders fix times for 

their engagements. To avoid a waste of time, leaders should fix times that are most suitable to them after 

considering their various tasks and keep to it. Prompt attendance to events distinguishes a leader. Keeping to 

time makes him honorable. 

6 Over-Coming Procrastination 

Procrastination is a disease. It implies putting off what should have been attended to. A leader should learn to 

overcome it. This is because not only can it cause a task not to be done, it can hinder progress. Most times 

procrastination makes one to be dormant 

7 Self Awareness 

 Being self aware is an incredibly important time management skill. It is always important to know your energy 

cycles (when you are at your peak and when you slow down) 

8 Making Honest Evaluation of One-self 

Avoid pretence. Honestly examine yourself. See where you are doing well and where you need to work on. This 

will help in time management as it will afford the leader the opportunity to fill the gaps for effectiveness. You 

can also examine your goals every week to see where you are and how well you carried out the task of the week 
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9 Managing Stress  

Stress can be very disturbing. When it is too much it can cause damages to productivity. Not only can stress hurt 

one‟s health, it can make one to be overwhelmed and make more mistakes culminating in time wastage. 

10 Diligent Work  

In this part of the world today, most people (leaders and otherwise) are lackadaisical in our approach to work. 

There have been studies on how much time people waste at work. Sometimes it is in hours. Many, when they 

get to work play ludos, engage others in talks, fiddle with their phones (face book, WhatsApp, emails etc.). 

When you are at work, please face your work. Concentrating on frivolities while at work amounts to time 

wasting. 

11  Learning to Say No 

It is better to say no to things you cannot afford. Saying yes when you should have said no is time wasting. 

Saying yes to one task is saying no to another. When you say yes to an unimportant task, you are saying no to 

one of your more important tasks. Don‟t be afraid to say no especially when it will not be helpful to your tasks. 

Am not saying you should not help people, but in reality, if it would no serve your purpose especially in 

accomplishing your task (especially if someone is trying to use or manipulate you for his selfish gain) says no. 

12 Aim for Continuous Growth Well Equipped: 

 You are either appreciating or depreciating. You are either growing in value or losing value. Times and 

technology are changing. If you do not stay up to date, you are likely to be left behind. When you learn new 

tasks and skills or work on improving your skills, not only can it make you a better person and push you toward 

your goals faster, but it can help you to do your tasks faster and better thus saving time. 

13 Be open to New Ideas, Options and Opportunities 

 There is need to have what is called outside awareness. Just as it is important to be self –aware, it is also 

important to be outside aware. Look for new ideas and be open to them. Most times new ideas help to do things 

faster.  

14 Be Organized  

Your organization skills can make you manage your time effectively. While everyone has his own style of 

organization, there is a point where being unorganized affects the time you spend on a task. For example, if one 

is to be constantly searching for items when working on a task, it is time wasting. An organized leader would 

have items for a task ready thereby saving time 

15 Batching  

Batching is a very powerful time management skill. When you switch between different types of tasks, there is a 

time cost – a switching cost. This is because you do not only have to change gears mentally, but you have to 

change papers, documents or whatever it is you need for each task. When you batch you do similar tasks 
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together so that you do not have to switch back and forth between tasks. For example, if you have some calls to 

make, do them all at the same time. If you have emails to respond to, have a set time to do them. If you have 

various reports to write or review, set a time to do all together. Whatever it is, find ways to group and batch 

tasks together. 

16 Holding Effective and Efficient Meetings 

As important as meetings can be, they can also be incredible time wasters. Meetings without agenda are mostly 

time wasting. Most meetings go off topic or subject matter. Do not go for a meeting if you do not really need to 

be there. Hold effective meetings not meetings where participants chase every rabbit down its hole. The truth is 

that some things can be discussed over the phone or emails. Why waste the time on meetings. If a meeting must 

hold, only invite those who really need to be there. Have an agenda and stick to it. Have a strict start and stop 

time and start and stop on time. Avoid time wasting.  

17 Maintaining Good Health and Energy 

Deteriorating health and low energy can give rise to time wasting. Our health and energy can affect the time we 

spent on a task. Most people for example lost energy by not sleeping well, and have poor health by eating junk 

foods. When you do not get enough sleep, it hurts you physically and mentally. You won‟t have as much energy 

and would not be as mentally sharp.   Get enough sleep, eat healthily and exercise to keep you energetic and 

maximize the time at your disposal. 

 

18 Minimize Distractions   

This is a typical time waster. Distractions can come from so many directions. For example, people stopping by, 

emails and notifications constantly beeping and buzzing, a quick look at face books, an uncomfortable chair, 

poor ventilation etc. are all distractions. Fight against them. If you cannot resist wasting time on the internet, get 

a blocker app that will do it for you. If it is too hot in the office, get a fan and keep the job going. Flimsy excuses 

are time wasting. If people keep interrupting you, stop them by for example putting a sign of NO 

DISTURBANCE on your door. Set time for visitors. Turn off your internet and connect when it is time for it. 

Let there be time for everything. Distractions do not have to control you, control them. 

19 Ask for Help at Given Times  

Asking for help is a key factor in time saving. Having the ability to ask for help in whatever form can save us a 

lot of time. Learn to seek for help. No man is an island unto himself. Do not rely on your sole effort. Tap from 

others. 

20 Flexibility 

 Part of time management is being flexible. Sometimes you have to go with the flow. Sometimes crises will crop 

up that you have to handle or your tasks won‟t go just as planned. Be willing to adjust as the case may be so you 

are not hindered. 
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21 Punctuality  

Punctuality is a time management skill that not only affects the leader but it also affects those around you. If you 

are constantly late, not only will you have less time to do what you need to do, but if people are waiting for you, 

you will be seen as being disrespectful of and hurting their time as well. It also looks bad on you professionally 

if you are a constant late comer. Be on time as a leader and possibly be at events even earlier than scheduled to 

be more honorable and manage time effectively. 

22 Self Discipline  

If you are not disciplined, you cannot be a good time manager. B disciplined and is willing to say no to others 

and the unimportant so that you can focus on what is truly important.  

23 Team Work  

When people work together and challenge each other to find best solutions without hurt feelings or working 

against each other, the best ideas come out, and time will be saved. 

24 Un-Forgiveness 

 Un-forgiveness can hurt one in several ways. It can hurt your health, mental well-being, your relationships and 

your personal well being and happiness. If you are bitter towards someone, your focus and mentality will be 

affected. It can also drain your energy. Un-forgiveness does not hurt the other person as much as it would to you 

and as you nurse it, it affects your time and thought for other things. You don‟t have to forget bur learn to 

forgive to enable you move forward. 

25 Ability to Question and Challenge Yourself and others 

 The ability to question and challenge yourself and others is a time management skill that can help to improve 

work and effectiveness. When people get afraid to question and challenge each other‟s ideas or their own, more 

mistakes, failures occur and in most cases a path is taken that will be more detrimental than helpful for time 

preservation. 

26 Developing Coping Skills  

Being able to cope through the stress and disappointments of life can help you be productive even when times 

are hard. Failure will happen. Disappointments will come. Stressful moments will come. However, it is how we 

face them and learn from them that matters. If not well handled, it will have effect on our time for other things. 

27 Effective Communication 

 When communication is not clear, work is done wrong or poor and may have to be done again. This will waste 

time and money. Communication is vital in time management 
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28  Letting go of Perfectionism  

Perfectionism can be destructive. While it is important that we do our best, going overboard to make it “perfect” 

wastes time. There is a point where good enough is just good enough. The fact is that one may end up wasting 

time to perfect unimportant items than the important ones. 

29 Choosing the Battles to Fight 

 Not everything is worth fighting for. Not everything is worth spending hours and hours on. Learn to know when 

to fight and to let go, and it will help you not only use your time more wisely, but reduce the stress in your life. 

30 Taking Good Notes 

 It is always good to take notes especially in meetings. When this is done, much time can be saved. A note book 

is like a second brain. When you write things down you free your mind from the things that you are trying to 

remember, and it allows your brain to focus completely on the task at hand without the distraction of trying to 

remember everything. 

31 Separate yourself from Destructive People 

 The most terrible time wasters are destructive people. They are always finding faults and full of complains. 

They blame others for everything about their life. Do away with them at all cost, the time they spend with you 

complaining is usually a waste. 

CONCLUSIVE REMARKS  

In conclusion, the review of time management for leader studies gives an impression of how useful time 

management may be. Although some appear to be skeptical about the results of implementation of time 

management in practice, scientific studies have demonstrated that the popularity of time management is justified 

in as far as it has some favorable effects on people‟s perceptions and feelings. 

Daily planning a set of affairs, something is constant we are not in time, we postpone to other time, or we 

postpone for some days. The emotional pressure from a constant lack of time reduces labor productivity, leads 

to emotional "burning out", fast apathy and fatigue. For this time it is possible and it is necessary to operate, 

using the above methods of management of time. More precisely, it is necessary to operate competently by it to 

derive the maximum benefit from time which is available at our disposal. 
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