Why should people manage their time properly?
· Nowadays, business people / clerks / managers / executives / professionals are extremely busy.
· They have a great amount of work to do  / new work assignments / a new burden of work / extra jobs at work. They are up to their eyes in work. 
· These days, people have to meet numerous targets /  exceed targets. They have to achieve satisfactory results / their performance should be satisfactory. They have to prove they are the right people for the posts.
· In many workplaces, staff have to learn new things / be trained. Getting new qualifications and constant training are essential. Staff have to manage time properly to be able to do both.
· Most people spend time not only on their professional activity but also on family matters. They have to organise their family life, think about children's upbringing, and their education. Thus, they need time to organise their extra activities, free time, etc. 
What motivates employees / stimulates them?
· Great expectations / pressure from team leaders or company owners / people are under constant pressure / their work has to be done / superiors do not accept excuses.
· Employees are under continuous assessment and monitoring / they are assessed, monitored / they know they have to be well organised, better organised work, better performance. Better performance means more job satisfaction/recognition on the part of the boss/superior, more income, more flexibility, etc. 
· Prioritising is essential these days, as it gives greater comfort at work, making it possible for people to realise their tasks.

In today’s fast-paced world, people should manage their time properly because most professionals — whether businesspeople, clerks, managers, executives or specialists — are up to their eyes in work. They often face a heavy workload, receive new assignments on a daily basis, or are suddenly given an extra burden of tasks that must be completed at short notice. Since companies expect employees to meet or even exceed demanding targets, workers must deliver satisfactory results to prove they are the right people for their positions. On top of that, many workplaces require staff to keep their skills up to date, so constant training and obtaining new qualifications are part and parcel of modern professional life. Without proper time management, it is almost impossible to balance learning with everyday duties.
Most people also need to devote time to family responsibilities, such as organising their home life, taking care of their children’s upbringing, and supporting their education. As a result, managing one’s schedule effectively is essential for maintaining a healthy work-life balance and still finding time for extra activities or well-deserved free time.
Employees today are motivated in various ways. They face high expectations and often feel constant pressure from team leaders or company owners, who usually don’t accept excuses. Many employees are continuously assessed and monitored, which pushes them to stay well-organised because better organisation leads to better performance. Strong performance, in turn, brings greater job satisfaction, recognition from superiors, higher income, and sometimes more flexibility. In this context, prioritising tasks is key, as it helps create a more comfortable working environment and allows people to get their tasks done without running around like headless chickens.


1. Heavy workload
A large amount of work that must be completed, often within a limited time.
2. Up to one’s eyes in work (idiom)
Extremely busy; having so much work that it feels overwhelming.
3. Work assignments
Specific tasks or duties given to someone in their job.
4. Burden of tasks / burden of work
A lot of responsibilities or duties that feel difficult to manage.
5. Meet / exceed targets
To achieve or go beyond the goals or results expected by a company or manager.
6. Satisfactory results
Outcomes that are good enough to meet expectations or requirements.
7. Prove oneself
To show that you are capable, competent, and suitable for a job or position.
8. Constant training
Ongoing learning and practice needed to maintain or improve skills.
9. Keep one’s skills up to date
To regularly learn new things so your knowledge stays current and useful.
10. Work-life balance
A healthy division of time between professional duties and private life.
11. Family responsibilities
Duties related to taking care of family members, such as children or elderly parents.
12. Upbringing
The way a child is raised or educated by their parents.
13. High expectations
Strong demands or hopes for someone’s performance.
14. Under constant pressure
Experiencing continuous stress or demands from others.
15. Don’t accept excuses
Expecting people to complete their tasks without delays or justifications.
16. Continuous assessment
A system in which a worker’s performance is checked and evaluated regularly.
17. Well-organised
Able to plan work or life effectively and manage time efficiently.
18. Job satisfaction
A sense of pleasure or fulfilment gained from doing one’s job well.
19. Recognition
Praise or approval for good work or achievements.
20. Prioritising tasks
Deciding which tasks are the most important and dealing with them first.
21. Part and parcel (idiom)
An essential or unavoidable part of something.
22. Run around like a headless chicken (idiom)
To be very busy and stressed but not working effectively.


