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Syllabus of the educational discipline

«Time-Managementy»

Specialty All

Educational program All

Level of education Time Management
Discipline status Selective

Teaching language English

Course / semester 3 course, 1 semester
Number of credits ECTS 5

Distribution by types of trainings

Lectures — 32 hours.

Practical studies (seminars) — 32 hours.

and hours of study

Independent training — 86 hours.

Form of final assessment Pass
Department Management, logistics and innovation
P +380577020265

Kateryna Zaslavska, PhD, Associate Pprofessor of

Teacher (-s) Management, logistics and innovation Department

9
Teacher’s contacts Kateryna.zaslavska@hneu.net

Days of the classes Wednesday, 1-3 lessons

Consultations Remote consultations, by initiative of students

The purpose of the discipline is to create a system of basic knowledge, skills and practical skills
for using tools to optimize time expenditures for effective achievement of goals and increase
personal and professional efficiency.

Prerequisites for learning
Ilepenix nonepedHbo NPOCIYXAHUX OUCYUNIIH / SHAHHA, BMIHHA, HABUYKU, AKUMU NOBUHEH 80100IMU
3000y8ay, Wob npucmynumu 00 8UBYEHHs OUCYUNTTHU

Content of the educational discipline
Content module 1. Time management tools
Topic 1. The concept of time and its types.
The concept of time. Types of time. Internal concepts of time. Historical development of time
management. Individual time fund. Timeframe of the organization and its structure.
Topic 2. Internal and external obstacles or ""time wasters"
The basic law of time as a strategic resource. Competence of the manager in time. The
competence of the organization in time.
Internal and external time abductors. Classification of time expenditures. Ways to combat internal
and external obstacles.
Goals and Values. Defining their priorities. Smart goals. Formulating goals for short, medium, and
long-term periods. Target-tool analysis.
Topic 3. Inventory and time analysis
The structure of the working day. Accounting and analysis of time expenditures. Time inventory
tools. Planning time. Biological activity. Productivity and readiness for work. Working style
Theme 4. Effective methods and tools of time management
The effectiveness of time management. Methods and tools of time management.
Eisenhower matrix. ABC analysis. Pareto Principle. Kaizen system. Gantt chart. “To Do” form.
Franklin's system. Time management tools. Choosing the optimal time management system.
Topic 5. Delegation of powers as an effective time management tool
Principles of delegation. Rules for effective delegation. Restrictions on the delegation of authority.
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Control of performers. Effective holding of meetings. Communicative competence. Preparation
and control of delegation tasks.

Material and technical support (software) of the discipline
(3a HeoOXiOHOCMI)

Course page on the Moodle platform https://pns.hneu.edu.ua/course/view.php?id=6978
(personal training system)
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Internet resources
14. Do more with your time, accessed at: https://quickbooost.com/essential-time-management-
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15. CaMOpO3BHTOK Ta MParHeHHs 10 KpaIoro *utTs — Pexxum noctymy: http://selfhacker.ru/.
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17. besnmarHi  cTpaTerii Ta  TaKTHUKM  TalM-MeHeIKMEHTy. — Pexum  gocrymy:
http://www.timemanagement.com.
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Assessment system of learning outcomes
The evaluation system takes into account the types of students’ activities, which according to the
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curriculum include lectures and workshops as well as independent work. Evaluation procedure of
the students’ competencies is carried out on using a 100-point accumulation system. According to
Simon Kuznets Kharkiv National University of Economics Temporary Regulations "About the
Evaluation Procedure of Training Results of Students according to the Accumulative Rating
System", the evaluation procedure includes current semester control is carried out during lectures
and workshops according to the curriculum schedule. It’s estimated by amount of points received
(maximum — 100 points; minimum — 60 points).

More detailed information on assessment is given in the technological card of the discipline.

Accumulation of rating points in the discipline

Types of training Max points

Lectures 16
Workshops 16
Presentations 20
Tasks by topics 7
Training 15
Express test 6
Written test 20

Max points 100

Transference of Simon Kuznets KHNUE Characteristics of Students’ Progress into the
System of the ECTS Scale

Total score on a ECTS Assessment on the national scale
100-point scale ass:izrgent for exam, differentiate_d test, course project (work), for pass
practice, training
90 - 100 A excellent pass
82 — 89 B good
74 — 81 C
64 — 73 D satisfactory
60 — 63 E
35-59 FX unsatisfactory not pass
1-34 F

Discipline policies
The policy of academic integrity is in line with established norms of Code of Academic Integrity of
Simon Kuznets Kharkiv National University of Economics.
The policy on skipping classes provides individual survey on the material lecture or on the
completed task of practical training and assessment according to the work plan of the discipline in
the period of time set in accordance with consultation schedule.
The policy on performance of tasks later than the established terms provides individual survey on
the completed task and evaluation in accordance with the work plan of discipline in the period of
time set in accordance with the schedule of consultations.

More detailed information about competencies, learning outcomes, teaching methods,
assessment forms, independent training is given in the Syllabus (working plan )of the
educational discipline.

Syllabus approved at the meeting of the Management, Logistics and Economics Department
Protocol Ne 1 dated 27.08.2020



