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ABSTRACT
This study examined the time management and teachers’ job effectiveness secondary school in Ilorin West Local Government area of Kwara State, Nigeria. The sample for the study was 100 secondary school teachers and students were selected using simple random sampling technique. An instrument tagged ‘Questionnaire on  Secondary School Teachers’ Time Management in Ilorin West Local Government Area of Kwara State, Nigeria’ frequency count  was used to interview the teachers and the students. Face and content validity were used to ascertain the validity of the instruments. The Split half method was used to ascertain the reliability of the instrument and found to be 0.75 for frequency count. The data collected were analyzed using percentage, mean, standard deviation and Pearson’s Product Correlation Analysis. All the hypotheses were tested at 0.75 level of significance. The findings revealed that there was a significant relationship between teachers’ time management and students’ academic performance. The level of teachers’ time management and academic performance was moderate. It was therefore recommended that teachers should improve upon their time management, especially by being more conscious about how to control their time.
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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
Time is a useful tool to humanity; it has been translated into seconds, minutes, hours, days, weeks, months and years by human beings. Time spent cannot be retrieved, time well utilized is time gained and nature itself recognizes the importance of times and seasons in human existence. Time is important in all human activities if expected results or outcome must be achieved.  This therefore expresses the needs for effective time management as an individual or an organization. Wikipedia (2019) stated that time is very precious and important to all human beings as well as affects all human endeavours.
Time management is the art of ensuring that time is allotted for every bit of activity within a group of activities, to be able to complete the entire programme or task on schedule. Time management can be defined as the process of planning and organizing how  best  to  divide  one’s  time  between  specific  activities  (Mindtools,  2019).  He continue that if time is well managed, one is able to work smarter though not harder, so that more work can be done in less time even when time is tight and pressure is high. This means that every worker has to divide and use time wisely so as to achieve set goals on daily basis.
Baldulf (2019) believed that time management is the act of coordinating, planning, directing and controlling the amount of time at one’s disposal which is to be devoted for various activities, programmes and tasks, in order to enhance effectiveness and efficiency in the organization, and for goal achievement. The researcher stated that effective time management in the school system may dictate high success rate in such school. Balduf continued that teachers can learn how to set goals that are realistic and achievable, avoid procrastination, prioritize, organize their time and use time log, especially when there is pressure. These strategies, if well utilized by teachers, can help them to manage their time effectively
Sahito, Khawaja, Panhwar, Siddiqui and Saeed (2016) affirm that time management involves managing work schedules, engaging in projecting into the future, organizing and  implementing  the  various  activities  in  order  to  achieve  the  predetermined objectives of the organization. A worker that knows and applies these may become effective and productive. Ekundayo, Konwea and Yusuf (2017) pointed out that time management skills, if acquired by teachers, may enable them to devote a balanced attention to interpersonal relations as well as productivity. This means that teachers are to value job performance and relationship. Interpersonal relationship should not take precedence over productivity.
Mancini (2017) noted that proper time management involves planning and controlling time in order to reduce stress, which is one of the most important factors in professional success. Greenberg (2016) presented some techniques that can help in time management to include, but not limited to, assessing how you spend time by having daily records of activities, setting goals, prioritizing, scheduling them into the day, maximizing  the reward  (we  get 80  percent  of our  rewards  on 20  percent  of our activities and 20 percent of our rewards on 80 percent of the time we spend), saying no to what was not in the schedule, delegating, evaluating task once by picking it up and  working  on  it  immediately,  limiting  interruptions  and  investing  time  i.e. organizing oneself and plan for the better use of one’s time. Acquiring these strategies or skills can improve job performance of teachers. Sahito and Vaisanen (2017) maintained that individuals are frequently engaged in time management behaviours after attending a training programme. Teachers who are recommended for training in time management may see the need to apply the skills for better job performance.
Claessens, Eerde, Rutte and Roe (2019) also pointed out that time management training helped teachers to enhance their time management skills. As time management skills improve, Khodaveisi, Brihar and Ahmadi (2015) affirmed that teachers have been helped to experience less job stress which may positively influence their quality of life. This means that teachers can actually avoid stress by managing their time through planning, organizing their activities, scheduling their assignment, limiting interruptions, setting realistic goals and prioritizing.
1.2	Statement of the Problem
It has been observed that teachers’ job performance in Ilorin West Local Government secondary schools has reduced drastically. Many teachers have divided loyalty; they give more time to selling of their wares than teaching. Some come to school anytime they like and leave before the school is over. Some do not write notes of lesson regularly. Some teach without notes regularly.  Some teach without using instructional materials, some cannot evaluate students’ work effectively, teacher-student relationship is very poor because some teachers pay little attention to students’ problems in the classroom. Some go to the classes late, some find it difficult to carry out experiments in laboratories, while some go to class and give the students notes to copy without explaining them to the students. The effect of this poor attitude towards work among teachers has manifested in students poor performance in internal and external examinations.
Government have organized workshop and seminars and also provided instructional materials  for  the  improvement  of  teachers’  job  performance  but  the  problem  has continued. The researchers wonder whether this poor job performance of teachers is as a result of lack of proper time management by the principal and teachers.
1.3	Purpose of the Study
The study considers time management as an essential life skill for human race and professionals including social workers. Teachers are social workers who are all the time guided by time in all their functional based on time tabling for teaching schedule, daily, weekly, terminal and yearly activities. Therefore the study is aimed at assessing time management strategies of teacher’s relation to planning, execution and evaluation of their pre-school and in school activities. The study will also examine the time schedule by teachers for school activities, at lesson planning, lesson delivery, assignment and evaluation of schoolwork, during and after school. It will also examine other issue of time management in relation to leisure, family life, and social life as may affect their attendance to school functions and their general effectiveness in school activities.
1.4	Research Questions
1. Does time management strategies of teachers has any significant effects on teachers job effectiveness in secondary schools?
2. How does the time schedule of teacher influence their school activities?
3. Does the teachers time management manifest in teachers in other private activities?
1.5	Research Hypothesis
HO1: There is no significant relationship between time management strategies of teachers effects on teachers job effectiveness in secondary schools 
HO2: There is no significant relationship between time schedule of teacher influence their school activities 
HO3. There is no relationship between teachers time management manifest in teachers and in other private activities 
1.6	Significance of the Study
The nature and management of the education system gives regard to time scheduling and management. The school as an institution operation and is guided by time table, schedule for coverage of topic on the syllabus based on weekly record, term scheme and record of work. The schedule of term, session or annual activities of the school and conduct of examinations, schools inspection and even graduation of the students are the essential functions of the school.
The study is therefore significant for educational planners and managers to provide essential guidance to teachers and students in their time management. It is significant to teachers as it provides consciousness on the need for planning, management and evaluation by objective. It is important to school administration as awareness on how teachers manage their time will provide essential information on causes of poor attendance and participation in school activities.
1.7	Scope of the Study
The study only cover Ilorin West Local Government Area of Kwara State and only the secondary school teachers were used in planning their lesson in teaching their lesson in class work, and their evaluation it relates to their class productivity and effectiveness.


1.8	Definition of Major Terms (Operational)
Time: It is dimension our experience and activities which is imposed on us by our experience of change duration and sequence of event.
Management: Relates to the process of planning, organization, coordinating, and evaluating as governed by rules and regulator.
Time Management: Ensuring appropriate harnessing of time as resources by creating the right atmosphere for its use with organization plan
Time Table: Schedule of activities on hourly, daily, weekly, monthly and yearly basis to ensure connectivity of actions and decisions. 
Productivity: This is the ration between input and output in an enterprise i.e relationship between the amount produced and amount of resource expanded.
Teachers Effectiveness: Ability of the teacher to work and influence the achievement of the desired learning outcome 
Time Consciousness: Refers to the awareness and management of time in a way that is productive, efficient, and effective.

CHPTER TWO
REVIEW OF RELATED LITERATURE
This chapter concentrates on the review of literature on the variable of the research. The concept and topic reviewed include philosophy of time, time management, basic principle time of management and time management techniques for personal productivity.
2.1	Philosophy of Time
Time has frequently struck philosopher as mysterious beyond rational discursive treatment, but rather by intuition the myth of passage emphases the idea of time as passing which is connected with the idea of events changing from future to past. The issue of time however relates to consciousness and it is based on the several frame work of memory and the myth of passage. Time also relates to mechanical theory of action. Therefore time is a record of spatial dealing of human activities as may he scheduled or carried out hence the relatively theory. Time in management therefore relates to the man in space as the school his daily activities a predetermined objective to increase personal productivity.
According to Nwagbara (2017) time like money can be spent, invested, wasted or saved. it can also be managed. Therefore anyone who wants to be successful must be a very good time manager. Effective performance therefore requires management of time, effort and resources.


2.2	Basic Steps in Time Management
Every good time manager follows certain basic steps and they follow this everyday in this life. The following steps are required.
1. Discover your time robber 
2. Plan your day 
3. Get your goals
4. Review the days activities daily 
5. Engage in goals oriented action 
6. Delegate most of your activities.      
On the process of planning for effective time management one must first find out where your time goes, how one spend his time and how it is prioritized. One needs to keep track of the time usage, from this one would be able to discover his time robber anything done in excess can be a time robber. this could result from procrastination, poor planning, lack of self discipline, indecision, lack of authority and unclear goal.
    In order to organize one self, one should have a daily plan is the need for a planner for success. Apart from this one should prioritize his activities and get his goal set, one should also breath large task in to manageable pieces that can be achieved in order to lay the foundation for demons ratable achievement (2017) .
Nwagbara (2017) asserted that time like money can be spent, invested, wasted or saved. It can also be managed. Anyone who wants to be successful most is a very good time manager as time management is the hallmark of every successful person in the world. Every good time manager follows certain steps in their daily life activities. This requires finding out where one time goes as anything done in excess could be time robber which include procrastination, lack of self discipline, poor planning and indecision. Others are failure to lack of authority and unclear goals.
Time Management Procedure
Everybody wants to enjoy the greatest luxuries in life, that is, the luxury of having enough time, time to think things through time to get things done and know you have done to the best of your satisfaction ability. Unfortunately, many managers are unable to accomplish the above goals because they do not take time to sink and plan things in the order of their critic importance it must be pointed out that time never stands still although it may seem.
Equally pertinent is the fact that it never flies although we are convince it does. The irony of the whole situation is that we all have time and yet we very often complain that there is no time. The fact of the matter is the once one minute passes it is gone forever. The most rational approach to time, therefore, is to utilize whatever time is available in the most productive manner. It is equally obvious that in the health industry which deals with human lines time is critically of essence
Time Management Model 
Time is needed in every organization including hospitals for different purposes.
1. Managing work activities:-
· Setting goals and objective 
· Planning and prioritizing
· Action centered leadership 
· Delegation
2. Managing your Environment:-
· Traveling time
· Dealing with paper work 	  
3. Managing your thinking and reasoning:
· Creativity
· Problem solving 
· Decision making 
· Memory 
4. Managing Communication 
· Handing phone calls 
· Meetings
· Writing 
· Speaking
· Asking Question 
· Listening 
5. Managing Relationship 
· Working with your boss and peers 
· Working with your team 
· Dealing with interruptions
· Assertiveness 
· Working with your secretary if you have one the above is represented by this model.
Types of Time
Time management models:- The time activities in the above model can be compressed in to three types of time namely
System Imposed Time 	
	Every organization has rules and regulation and things that must be done as a matter of official responsibilities.
	They include the papers that must be pushed, the meetings that must be attended, and staff that must be followed. operation that must be performed. Patients that must be attended to while in most cases managers have no control over system imposed time, flexibility and common sensualist must be the norm.   
Self Imposed Time or Discretionary Time
	This is the time available to the manager. The time he can control. It is the time that we do things that make our work very rewarding. It is time you think through things such as creativity, innovation, planning, organizing.
Discretionary time is the most critical time the manager has and therefore, the time we use to make our contributions to the organization. Since discretionary time we make our contribution to the hospital, we must ensure that it is greater than the other types of times. It is also clear that discretionary activities compete for with other types of activities which if not attended to will attract immediate penalty. The tendency therefore, is to neglect discretionary time .it must be emphasized here that while in the short term there could be no visible problem however, in the long run the organization and the individual will severe penalty for such negligence. The penalty to the organization is that it cannot grow and therefore, cannot survive. The organization is equally denied the creativity, innovation and initiative from its managers and employees. It should therefore, be a matter of organization policy and individual principle that discretionary time is planted and allowed to grow.
Boss-Imposed Time 
           This is the time you and I spend doing things we would not be doing if we do not have a boss. It is evidence from our experiences that having a boss requires some of our time. This is in consonance with the golden rule of management that those who have the gold make the rules. Many people per-occupy themselves   with the question how do I keep my boss satisfied. Thing of this expression always do what your boss want. If you don’t like what your boss want change what boss wants, but always do what your boss wants. The question is, should we always agree with our bosses? The point is that if you always ague with your boss, one of your is certainly unnecessary. The important thing is that we must always boss inform about what is going on. It is equally to our advantage that our bosses are satisfied with work. There is no doubt that keeping bosses satisfied takes time but dealing with a dissatisfied boss takes even greater time. Boss imposed time can therefore be reduced by doing the right thing at the right time and punning organization first before self.
2.3	Effective Time Management 
	Time management is all about taking personal responsibility .people have a tendency when things go wrong to look outside themselves to find excuses. In order to avoid such excuses and to effectively use your time take note of the following
a) Carry out analysis of how you use your time
b) Understanding the main objective of your job 
c) Prioritizes job / activities in accordance with time available 
d) Reassess periodically, the actual use of time and how available time ought to be used 
e)  Take appropriate step to rectify gaps discovered 
2.4	Principle of Time Management 
	Good time management goes hand with generally accepted principle of management. An effective manager is therefore, a good manger of time. Some principles of time management include:
	Mapping out objectives for each day and determine their priority. It is good time management practice for a manager at the end each working day, to determine what he intends to do accomplish the following day as well as their order of importance, for example, a busy surgeon may wish to know what operations would take place the following day and how many of such operations. Such planning will give him ample time to think of the resources is available. It is also gives time to plan for alternative and by so doing reduces undue job related stress. 
	Practice effectiveness before efficiency-to carry out the operation very well which in the first place should never have been done is to practice efficiency before effectiveness. We must to things that should and need to be responded promptly, before thinking of doing them well. It must be that doing what someone else should do is obviously and ineffective use of time. Manager should endeavor to develop clear objectives of a job and secondly, identify activities that will contribute to their accomplishment.


Delegation and Reserve Delegation
	A good and effective use of time is by delegating tasks to subordinates. A manager who performs tasks that are supposed to
1. Incompetence 
2. Inability to appreciate the value of time 
3. Strained relationships at the work place 
4. Lack of clarity by objectives and goals 
5. Lack of adequate resources 
	It needs to be re-emphasized that time management is a matter of straight forward common sense. Appreciating the importance of time will certainly lead to it down in unnecessary and other things militating against effective use of time. Time is money we must save it.
2.5	Time Management Techniques  
	Time can be defined as all days of the past, present and the future and all the hours in a day, a week, a month and a year Benjamin Franklin (2019), management expert define time, as the stuff out of the life is made. For everything there is season and a time for every matter under heaven; a time to weep, and a time to laugh; a time to keep silence and a time to speak, a time to love and a time to hate, a time for peace and a time for war.
	Ever since the advent of modern science, it has been realized that there are 24 hours in a day, 168 hours in a week and 672 hours in a moth and 8,736 in a year.
	One fact which stands out conspicuously about time is that among all the factors of production, is that we all have equal opportunities to it so long as we live. That is to say that be done by subordinate s misusing his time. A manager should at all time be avoid making decision which subordinates are supposed to make. A manager who accepts such responsibility from a subordinate is accepting reverse delegation, These will ultimately increase time manager’s work load with its attendant consequences.
Quite Time
	Manager must practice the use of quite time. This is a time for reflection. Sometimes it is good and useful to retreat into a quit place and think over issues. The purpose is to think of possible lapses and develop ways of doing it better.
Time logs
	A good approach to time management is to look at how time is currently being spent. For example a doctor may wish to know how many hours are spent in actual consultation and ward rounds as well as teaching. The purpose is to relocate your time. The best but cumbersome way to find out is to keep time –log for each activity performed. Keep that for period then analysis to find which area takes much of your time and weather and such reflects your desire.
	Factor which militate effective use of time 
1) Lack of seriousness on the part of manager 
2) Incompetence
3) Inability to appreciate the value of time 
4) Strained relationship at the work place 
5) Lack of clarity by objective and goals 
6) Lack of adequate resources              
	It needs to be re-emphasized that time management is a matter of straight forward common sense. Appreciating the importance of time will certain lead to cut down in unnecessary and other things militating against effective use of time. Time is money we must save it
2.5	Time Management Techniques
	Time can be define as all days of the past, present and the future, and all the hours in a days, a week, a month and a year Benjamin Franklin (2019), a management expert defines time, as the stuff out of the life is made. For everything there is season and a time for every matter under heaven; a time to weep, and a time to laugh; a time to keep silence and a time to speak, a time to love and a time to hate, a time for peace and a time for war.
	Ever since the advent of modern science, it has been realized that there are 24 hours in a day, 168 hours in a week and 672 hours in a moth and 8,736 in a year.  
	One fact which stands out conspicuously about time is that among all the factors of production, is that we all have equal opportunities to it so long as we live. That is to say that nepotism, sectionalism, statism, etc are imperative with regard to time since every living being has full opportunity to enjoy 24 hours per day and 168 hours per week etc time therefore , in strict economic term may not be referred to as a scarce commodity. From the presidents down to the labourer, we all spend the same hours everyday.
	We may ask ourselves then, why do we need to take they study of time and its management?
	Time though not a scarce commodity, yet it is not “tied to a post like a sheep in a manager’ and our elder says ‘’time and tide wait for no man ‘’
	As a result of the above assertion, e may say time is yet another scarce resource which needs proper allocation among competing commitments, we needs to manage time.
	Time management is defined as the process of managing the things we do in the block of 168 hours per week and 24 hours per day (day and night) and of course, there are 12 hours in a day. This is to also say our ability to arrange and rearrange, analysis and re analysis our commitments and priorities in such a way that time is allocated to every necessary activity such as our official duties, sleep, eating, dressing, leisure, family, religious, union etc from this definition we shall observe that we often lack time for ever’ important activities not because we lack access to 24 hours each day, but because of unnecessary interruptions, inability to establish objective ,priorities, disorganization, ineffective and delegation.
	It must be emphasized that as a matter of utmost importance that the fundamental problem with many of us is that we don’t even know what we want to do or achieve.
	When faced with a long list of things to do at the same time, most people have difficulty deciding which ones to do first, second, etc the major problem is that we often get priorities wrong and by the time we start with the first, when we get to the second thing, we are exhausted. When a long list of things to do or a goals to accomplish reveals itself, don’t try to decide which is best, which is second. instead categorize them in to   categories A,B, C, in order of importance. Begin with the category A most important things (this is called ABC approach)
	Time management is not just keeping diaries, appointment calendar, or daily scheduling of events, time management means managing you, and individuals have also their objective and the groups of objective are always in conflict with one another. 
	For example, the company you to put in your best to achieve very much and at end pays you little salary. on the other hand. you join the company with an aspiration may be to be able to build a house, or be able to have a family, or be able to earn a living, or be able to earn a living, or be to further your education and in spite of the above you will want to put in as little as possible and at the end earn as much as possible. There is a conflict!!
	Conversely, at 9:00 p. m vu are faced with wanting to the NTA Network News, and also you may be attracted a cold beer with a friend at the club and also by an appointment already fixed by 9:00 p. m or you may aspire to become a top company executive while we want a happy and uninterrupted family life
	The ability to manage your time will be an advantage in all facets of life, Benjamin Frank (2019), has this to say:
“if you want to enjoy the great luxuries of life, the luxury of having enough time to rest, to think through, time to get things done and know you have done the to the best of your ability, remember there is only one way. Take enough time to think and plan things in order of their importance. If this is done, you add more years to your life and more life to your years’’
	I said earlier that ‘’time and tide wait for no man’’, we may ask where does the time go?
	Time tend to fly past quickly and unnoticed on pleasant jobs but tend to drag interminably on the unpleasant, tedious ones. But all time passes.
	What do we do to become more effective in the utilization of the time at our disposal, and there make use more effective in the performance of our jobs?
	One thing we must be cognizant of is identifying the common time wasters or robbers.
	A robber is one who deprived another of his legitimate property. Time robber therefore is something which keeps us from doing those things that have value and importance to us. It is time in which you spend considerable time without equivalent value of our benefit accruing from it.
	The list of time robber ‘wasters is inexhaustible but some are listed below. 
1.  Not Setting Goals: This can be likened to a ship that sails without a know destination.
2. Unclear Priorities: Do you find yourself forced to neglect a long term planning because of the myriad day to day affairs which are constantly pressing upon you? Do you invent yourself a trivial so as to put off starting an awkward but important job?
3. Drop-in-Visitors: people calling incessantly without aiding you in the performance of your job. Improve contact with people and subordinate, ‘’my doors are always open’’ should be ‘’my doors is always open ‘’ between 2.p.m& 4 p. m.
4.  Procrastination: this is the art of postponement. Leaving tasks unfinished. ‘’procrastination is the thief of time, day by day it steals it, until all are field’’ 
	Let us visualize some of our actions at home and in the office which tend to suggest procrastination.
	Let say, you have set yourself a goal, programmed it and scheduled time to begin work at 8:30 a. m, on Monday.
	The hours arrive, but you don’t feel quite ready. You want to have a cup of tea first, perhaps that will stimulate you. Fifteen minutes later you are still on the second cup of tea, still not ready for the task ahead. The phone rings and you talk for a while, you look at watch it isn9:20 a.m. there is no enough time to get started on the task with the staff meeting coming up at 9:30 a. m. there you are! You have been bedeviled by one of one of the most universal and difficult time problems procrastination. Are you a procrastination?
Way of Avoiding Procrastination
a) Break your task down into little steps and start with the earliest
b) Some tasks may be cumbersome and unfamiliar. If that the case, don’t hesitate to get some help. Don’t exercise any pride.
c) Give yourself pep talk. Tel yourself how great it will be when the task is successfully completed and vice versa.  This technique helps people to stop or continue a habit.
d) Telephone interruption: how many people have you given your number to at the social circle?
e) Disorganization or cluttered desk: an important paper may temporarily be lost where a person is disorganized or on cluttered desk
f) Lack of motivation: this lead to the absenteeism, long hours in the toilet, late coming etc.
g) Too many interests: jack of all trades and master of none
h) Communication breakdown/ incomplete information
2.6	Teacher Job Effectiveness
Teacher performance is defined as the sum total of a teacher’s execution of assigned tasks. The success and quality of the school organization is closely tied to the job performance of each teacher which greatly depends on the quality of teachers and their performance level as regards professional qualification, teaching experience, knowledge of subject matter and quality of students produced which is (output). Job performance of teachers can be measured in diverse ways which include direct observation of teacher behavior, knowledge of what to teach, how to teach it and pattern of demonstration Rotundo, (2017). Some organizations assess their employees’ performance on a quarterly or annual basis in order to checkmate certain areas that need improvement but the school setting does her teacher/staff appraisal at least twice in every term. Supervisors are assigned to the school that helps to put the staff on track and also work on areas that need improvement.
Ijaiya (2018) in Akporehe (2016) added that teacher productivity is a measure of his/her job performance and a measure of how much the goals of the organisation are achieved through his/her commitment on the job. In this line, Greenberg (2016) re-affirms that a teacher’s job performance can be measured by a supervisor or the principal by means of rating but for the sake of this study, teacher performance will be measured through the following:
Punctuality: A teacher’s maximum performance depends essentially on his/her punctuality to duty. The punctual and early nature of a teacher makes the students come to school early and settle in class on time. It is clear that students who settle in early are highly committed to their class work and are more productive.
Knowledge of Subject Matter: No one gives what he or she does not have, the teacher must be a master of what he is going to teach or impact to the learners. Any teacher who does not have a good knowledge of his/her subject area will definitely embarrass themselves in the classroom which will make the student lose confidence in the teacher resulting to low productivity. Teachers must read continuously, upgrade themselves on the subject matter and be abreast with the trend on new innovations in specialized fields only then will the teacher be in charge and have command of their class. Spearswerling et al. (2015) added that teacher subject matter or content knowledge informs more than the instructional approach in the classroom.
Good Personality: A teacher’s good personality in this sense is based on the personal appearance of the teacher and their attitude towards the students and the society in general. This includes the mode of dressing, level of communication, mannerism and so on. In this vein, Gbamanja (2018) asserts that the society measures the quality of the school system and its products by knowledge, character and personality of student’s same way the teacher’s personality is an invaluable factor in determining his/her performance level. This shows that the students copy whatever the teacher does as they are seen as their role models. It is therefore evident that the teacher produces a replica of himself and his environment to a large extent. The personality of the teacher is therefore the most needed catalyst to quality education.
Teaching Skills: This refers to specific teacher behaviour or notion designed to promote the effectiveness of lesson presentation in order to facilitate the process of teaching. However, to be productive in teaching requires more than a college degree and some amount of patience. A good and productive teacher must know and when to use a particular teaching technique that will help the students understand the subject matter better, he/she also recognizes that all students learn differently and at different pace and so should adjust his lesson pattern to be beneficial to all students.


2.7	Summary of Literature Reviewed
It has been acknowledged across the globe that time management for teachers is more important than any other profession because they are the master of the fate of our future generation as the major element of time management are planning and scheduling of work Horng (2018). Time management process is the management of personal needs and aspirations according to their level of Importance. Iakein (2015) in Hafizet et all (2019) noted that in this modern age, time management training is very Important in the life of every teacher especially female teachers. In managing time, priotising daily task is an effective method which entails categorizing all activities according to its Importance as done by Abraham Maslow in his hierarchy of needs theory.
Claessens and Eindhoven (2019) carried out a review of time management literature between 1982-2004. The purpose was to provide an overview for those interested in the current state of the art in time management. The review included 32 empirical studies on time management. The findings showed that time management behaviour relates  positively  with perceived control  of  time, job satisfaction  and health, and negatively with stress. The relationship with work and academic performance is not clear. Time management training seems to enhance time management skills, but this does not automatically transfer to better performance.


CHAPTER THREE
RESEARCH METHOD
	This chapter concentrates on the approaches use in the conduct of the research it contain the research design, the research peculation and the sampling procedure, explanation on the type of instrument used, methods of data collection and procedure for data analysis.
3.1	Research Design
	The research is a descriptive survey that scales opinion of respondents on time management variable with the intention of using it to adjudge leaders productivity level. It has been asserted that descriptive survey makes interesting and valid judgment on relating depend and independent variable for the sake of comparison Landu (2017).
3.2	Population of the Study
	The population of the research is all teachers in the Secondary schools in Ilorin West Local Government Area of Kwara State. It is their productivity level that would influence class management and discipline and further enhance academic achievement of pupils of their time, daily, weekly, monthly, and year duty schedule as in time management and other activity are properly planned.
3.3	Sample and Sampling Procedure
	The sample is made up of all teachers, whose influence and activities are important to influence students learning habits. However the target samples are the teacher serving at the secondary school level as lower basic and middle basic of the Universal Basic Education Programme. They serve to lay the foundation for education of these students by their effectiveness and productivity.
      One hundred teachers were randomly sampled from five Secondary schools in Ilorin West Local Government Area. This sample would be adequate to provide a purpose generalization in the research. 
Research Instrument
	A questionnaire tagged teacher’s time management by the researcher. It is a twenty item questionnaire to which the respondents are to rate each item using the liked rating scale of strongly agree, agree, disagree and strongly disagree to show their perception to the questionnaire item, in the part B. part A of the questionnaire seek the personal data of the respondents such as school of service, years in the teaching service, qualification and gender.
Validity of the Instrument 
	After the instrument was designed the draft of the questionnaire was given to my supervisor for face validity. It was also given to expert for necessary advice. It’s that led to the amendment, that eventually reduced the initial draft of thirty items to twenty. This is the items that remains adjudged valid.
Reliability of the Instrument
	The research admitted he validated test items twenty teacher using the spilt-half method. The result was subjected to person moment co-efficient of correlation. The result obtained was 0.75 thus as to the reliability of the test instrument.
Method of Data Collection
    The researcher personally admitted the questionnaire on the respondents in each of the schools sampled. After the principle who allowed speaking to the teachers on my mission, the questionnaire was handed to them for completion and was collected back immediately.
Procedure for Data Analysis
	The respondent’s proposal data was analyzed based on their entries. In analyzing the respondent’s opinion frequency count was used based on the rating scale to determine their level of inclination to each questionnaire item mean score was calculated to show the general inclination on order to answer the research question. t - test statistic procedure was used for the test of hypothesis at 0.5 alpha level of significant.



CHAPTER FOUR
RESULTS AND DISCUSSION
4.1	Introduction
This chapter concentrates on the analysis of respondent’s personal data, respondent’s opinion and analysis of findings of the research based on the use of relevant available information, data and statistics.
4.2	Analysis of Respondents Personal Data
One hundred teachers were used as respondents in the research. They are made up of 50 male teachers and 50 female teacher’s whose qualification range from grade 11 certificate, WASC holder to master’s degree in Education. Their years of experience, ranges between five and thirty- two years in service.
Table 1: Qualification of Teachers Respondents
_________________________________________________________________
S/N Qualification teacher’s     	    			No of Teachers’%
_________________________________________________________________
1. M .ED								15
2. B ED, BSC ED.BA ED					20
3. HND								15
4. NCE								15
5. Grade11 TC							10
6. WASC							15
7. OTHERS							10
_______________________________________________________________
Source: Researchers Computation, 2024
Table 2: Years of Teaching Experience of the respondents
________________________________________________________________
S/N Years of teaching Experience		   No of teacher’s %
________________________________________________________________
1. Over 30years						15
2. 25-30							20  
3. 20- 24							15
4. 21-23							10
5. 15-19							15
6. 10-14							15
7. 5-9							10
8. Under 5 years					NIL 
_________________________________________________________________
Source: Researchers Computation, 2024
Analysis of Respondent’s Opinion
	The opinion of the respondents was based on their rating of the questionnaire. Item 1-5 of the questionnaire day in to the importance of time as a factor for personal activities and effectiveness, items 6-10 emphasized the importance planning and time management by the teachers. Item 11-15 emphasized the importance of school time management to successful teaching and instruction, and dealing. Items 1-20 considers the requirement of the teachers for effective productivity through time management.
          Based on the response a weighted means score 5 items cumulative calculation was 3.65, 235, 3.5 and 3.2 respectively.
Hypothesis No 1
          There is no significant difference between male and female teachers perception of time management schedule and participation school functions.
         Table 1: analysis of female and male teachers perception to time management and participation in school functions.
	Group
	No of cases
	X
	Sd
	Df
	Col. t- value
	Critical t- value
	Decision

	Male
	50
	136.3
	129.8
	
238
	
1.55
	
1.96
	

	Female
	50
	137.5
	130.9
	
	
	
	Not Significant


Source: Researchers Computation, 2024
	The t- test analysis show on table 1 revealed that the calculated t- value was 1.55 while the crucial t- value was 1.96. At 0.05, alpha level of significance with a comparison of the calculated t-value, there is no significant difference in their perception. Therefore the hypothesis was upheld.
Hypothesis No 2
         There is no significant difference between male and female teacher’s perception of time schedule and it effect on lesson planning and teaching effectiveness.


Table 2: There is no analysis of male and female teacher’s perception of time schedule and teaching effectiveness.
	Group
	No of cases
	_
X
	SD
	DF
	Col. t- value
	Critical t- value
	Decision

	Male
	50
	129.4
	121.2
	
238
	
1.93
	
1.96
	

	Female
	50
	128.5
	119.7
	
	
	
	HQ 2 upheld


At alpha level 0.05
Source: Researchers Computation, 2024
	The result of the t- test analysis as related to hypothesis two indicate that there is no significant difference in the opinion of the male and female teacher on their perception of effect of time schedule on teaching effectiveness of teacher’s . This is because the calculated t-value was 1.93 while the table value was 1.96 At alpha level 0.05, the hypothesis is upheld.
Hypothesis No 3
        There is no significant difference between male and female perception in time schedule for family life and effectiveness in classroom teaching.


Table 3: Analysis of male and female teacher perception of relationship between time schedule for family life and teacher effectiveness,
	Group
	No of cases
	_
X
	SD
	DF
	Col. t- value
	Critical t- value
	Decision

	Male
	50
	129.1
	121.2
	
238
	
1.72
	
1.96
	

	Female
	50
	127.5
	120.4
	
	
	
	HQ 3 upheld


At alpha level 0.05
Source: Researchers Computation, 2024
    Table 3 show the result of t-test analysis in relation to hypothesis 3.the calculated t-test was 1.72 while the table value was 1.96.
    At alpha level 0.05, the hypothesis is accepted that there is no significant difference in the perception of male and female teachers on the importance of time schedule for family life in relation to teacher’s classroom effectiveness
Hypothesis No 4
     There is no significant difference between male ands female teacher’s time schedule for serial engagement and participation in school functions.


Table 4: Analysis of male and female teachers on perception to time for social engagement and participation in school function
	Group
	No of cases
	
_
X
	SD
	DF
	Col. t-value
	Critical t-value
	Decision

	Male
	50
	128.7
	120.2
	
238
	
1.81
	
1.96
	HQ4 Accepted

	Female
	50
	130.2
	121.6
	
	
	
	


Source: Researchers Computation, 2024
	Table four indicate that the calculation t-value was 1.81 while the critical t-value was 1.96. Therefore at alpha level 0.05, hypothesis 4 was accepted. This shows that the perception of male and female as stated in the hypothesis derived equal rating.
Discussion of Results
	Time management is an important aspect of human every day activities. it is the bedrock of successful living. The need to improve on personal productivity through effective time management was thus emphasized. The respondents considered time as an important asset in life hut do not perceive it in term of having day, weekly, or monthly planning for personal activities as the perception was basically on the need for school time table for their daily teaching and classroom attendance, schedule for weekly test and continuous assessment termly activities and yearly activities in their schools. It was not apparent that the teachers considered time as an important life management skill and that life itself is time and can be spent carefully or carelessly and anything done in excess can be time robber. Therefore life needs an organization pattern through having plans of actions and management by objective. The teacher also never considered that setting goals and making reviews of daily activities on both personal social, family and school activities and function are important. It is this that would allow for even development of self and increase personal productivity through governing values and settings priorities in order to achieve result. The issues of self discipline also come to life in the aspect of time management therefore require conscious and persistent effort for any individual, self discipline and perseverance. Time management for teachers however goes beyond their offered hours and official commitment in school service out of school activities of the individual teacher also have refracted effect on his total productivity in and outside the school activities.           


CHAPTER FIVE
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
Summary
Time management is considered as one of the important life skills that determine ones achievement and productivity. Time management relates to time discipline, compliance and productivity improvement strategy for any organized human resource management strategy in works organization including the school setting is important factor for achievement and performance of the schools and teachers. It has been asserted that time like money can be spent, invested, wasted and save. It can also be managed; therefore a success person is one who has achieved what he set out to accomplish within a stipulated time .This require following certain basic steps on how time is spent on events of relative importance on hourly, daily, weekly, monthly and yearly basis . Therefore the teachers also need to keep walk on his time usage.
Since time is a dimension of our experience and our activity the teachers activities in the school is usually, schedule in line with the school time table for daily, weekly, monthly termly and yearly activities hence need to plan the use of time according to set goals objectives and engage in goals and objective and engage in goals oriented actions while recognizing value in which ever activity one engage in teachers productivity, effectiveness and efficiency with in the school system therefore depend to a large extent on his ability to manage hi/her time.
Alabi (2017), considered productivities as a measure of how time as resource is efficiently utilized for the benefit of the individual and the school system. In the school system the teacher is at the centre and the pivot of the system and this productivity level relates to his psychological situation and factor in estimating time in relation to the demanding of the school activities as well as the influence of motivation.
The research therefore emphasized the importance of time management as a reference point for teacher’s effectiveness, efficiency and productivity through proper planning, good setting and clear priority and the allocation and schedule of time by individual in sequence and durations of its allocation. The teacher therefore requires working with time through setting up specific, measurable, action oriented, realistic and timely goals. While planning time use for his personal activities such as reading, research, leisure, family like the teacher in his planning for school activities require to plan time for motivational interaction with the pupils, relationship with colleagues and time for free in traction to listen to pupils problems and for provision of guidance and counseling. This would go in line with Franklins day planner which is guided by conscious and persistent effort self discipline and perseverance in order to achieve the set goals for self, the pupils and the entire school management system.
Conclusion
Time is important in any human activities and time management is important for any human success. The correlation between time management and success was recently established in studies done at Harvad Business School as it is done in this study. Those who had achieved the goal they set while at work were found to have rated themselves as superior tenure manager. It is therefore evident that everyone requires conscious and persistent effort on time management before one sees a real change in life. For success therefore, one needs self discipline to be as persevere in order to achieve the deserved goal. Therefore teachers by professional attribute should be time conscious. Such school operates with a time task on daily, weekly, monthly, term and yearly basis.
Therefore to achieve maximum success the teacher must schedule his own activities to correlate with this time schedule. Considering the psychological factors in estimating time, the teacher must therefore be conscious of the mature of the activities as well as the influence of motivation.
This phenomena had been proposed by Kartz, when he suggested that whatever attention is paid to a passage of time, the time seems to get longer, however when we are bored or waiting or in a great hurry time seem to go very slowly because, our attention is fixed on a number of changes. Whereas an interesting activities absorbs put us in a way outside our time.
Time management therefore requires an appreciation of the part an understanding of the present and a projection of the future. It is therefore absolutely necessary that time should guide every human activities because of its transience and continuity.
From the findings of the study, it was concluded that teachers’ work performance hinges on managerial ability of the school authorities. Specifically, in public secondary schools where the school principals take lots of administrative initiatives in running schools under their charge, it suits them to carefully manage their time effectively and also stop procrastination to achieve set targets. From the result of the study, time management relates positively with teachers’ work performances. Time management is a role that is difficult to correct when it is poorly applied. The hand of the clock does not return backwards; that is, the natural time cannot be changed.
Recommendations
Based on the scope of the research which is limited to time management among teachers, it would required to investigate the perspectives of school management and even the government on consciousness of time and its management for effective school administration. It would also be necessary to found out from pupils, this level of time consciousness on school activities so as to be able to analyzed this time robber and therefore be able to guide them aright on the mode of time consciousness and management.
Teachers should be advised to adopt the techniques of time management so as to perform their job creditably by avoiding time wastage.
The school authorities should make sure that the school time table is followed strictly by all teachers.
The school managers should supervise or delegate their vice and heads of departments to supervise the teachers from time to time, and to advise them on how to manage their time for effective job performance.
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QUESTIONNAIRE
TIME MANAGEMENT AND TEACHERS JOB EFFECTIVENESS IN SECONDARY SCHOOL IN ILORIN WEST LOCAL GOVERNMENT AREA, KWARA STATE
Dear respondents,
We are carrying out a research on the issue of time management strategies among teachers as it affect their effectiveness and productivity in schools.
Please kindly respond to the attached questionnaire objectively to help in actualize my research intention. All information given shall be treated confidentially.
Section A
Personal Information
Please tick (   ) as appropriate
1. Name of the school:…………………………………………………
2. School Population:…………………………………………………
3. Qualification:	Ph.D (  ), M.Ed (  ), B.Ed, Ba/BSc Ed (  ), NCE I (  ), HND (  ), ND (  )
Section B
Key:	SA	- 	Strongly Agree
	A	-	Agree
	SA	-	Strongly Disagree
	D	-	Disagree 
	S/N
	ITEM
	SA
	A
	SD
	D

	1.
	Time is an important factor for effective teaching
	
	
	
	

	2.
	Time management determine teachers productivity and effectiveness
	
	
	
	

	3.
	Teachers require proper schedule of duty to be effectiveness
	
	
	
	

	4.
	Time can only be managed in school through the use of time table
	
	
	
	

	5.
	Teachers require time management for school activities only
	
	
	
	

	6.
	Time management is require if the teacher must be effective
	
	
	
	

	7.
	Time management is a factor for successful planning and teaching
	
	
	
	

	8.
	Teacher should consider time as mere regulation of activities
	
	
	
	

	9.
	Teachers waste a lot of time preparing for school work
	
	
	
	

	10.
	It was more important to spend time in research than in teaching
	
	
	
	

	11.
	Teachers should consider time only when planning for the examination
	
	
	
	

	12.
	Consideration should always be quite to pupils learning period within planning lesson
	
	
	
	

	13.
	Teachers should always be careful with the use of time through clear priority
	
	
	
	

	14.
	Time usually limit the success of teachers because of unrealistic plan
	
	
	
	

	15.
	Time usually limit the success of pupils in school activities
	
	
	
	

	16.
	Teachers need adequate orientation on the use of time management skills
	
	
	
	

	17.
	Teachers should care more about personal time management in all their activities
	
	
	
	

	18.
	School authority should show more concern on the schedule for school activities.
	
	
	
	

	19.
	Teachers should show more concern about time management planning for all school activities
	
	
	
	

	20.
	Time planning and management is most important for the successful school programme
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