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Abstract: This thesis analyzes the importance of setting priorities in time

management and its impact on the effectiveness of personal and professional
activities. The study highlights the theoretical foundations for determining
priorities, methods for classifying tasks by level of importance and relevance, and
effective planning methods.
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Time is one of the most precious and non-renewable resources in human life.
In modern society, the increasing volume of work, the intensification of
information flow, and the multiplication of daily tasks are making efficient time
management a necessity. One of the most important aspects of time management
is setting priorities correctly. Determining priorities plays an important role in a
person's achievement of their goals, rational use of resources, and increasing the
efficiency of their activities.

Prioritization is the process of ranking tasks to be completed according to
their level of importance and relevance. This approach helps a person do the most
important things first. As a result, time is spent not on unproductive tasks, but on
activities that serve the main goals.

The importance of priorities in time management is primarily manifested in
increasing work productivity. If a person distributes tasks according to their level
of importance, they will focus more on those that yield the greatest results. This
makes it possible to achieve goals faster and more effectively. Also, setting

priorities correctly prevents unnecessary time and unnecessary training.

Prioritizing also helps reduce stress and emotional tension. Operating
without a plan often leads to a buildup of tasks and missed deadlines. When
important tasks are determined in advance and performed according to a plan,
worKk is carried out in an orderly manner, and a person can control their time.

In the process of setting priorities and effective planning, a number of key
challenges arise that can significantly impact individual effectiveness. One of the
first and most common problems is procrastination, which often stems from the
desire to avoid complex, tedious, or unclear tasks. The second problem is the
uncertainty of goals. If goals are not clear, measurable, and timely, it is difficult to
determine what steps to take to achieve them. Task misappraisal, that is,
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misestimating the time or resources required to complete a task, is also a common
problem. This, in turn, leads to the disruption of plans and increased stress.
Another serious obstacle is the abundance of external distractions that constantly
distract attention from important tasks. Overloading and "trying to do
everything" also reduce productivity, as it causes resources to be scattered in
many directions at once. An analysis of these problems shows that to overcome
them, it is necessary to apply systemic approaches, namely methodologies such
as SMART and the Eisenhower matrix.

This is a clearly defined goal that shows you what needs to be done at each
stage. Let us now turn to the Eisenhower matrix. Gathering material for the
coursework falls under the "Important and Not Urgent" quadrant because it is
important, but there is a deadline. The deadline for submitting the coursework is
"Important and Urgent." Responding to emails can be "Not Important and Urgent"
(can be delegated or postponed), while checking social media falls into the "Not
Important and Not Urgent" quadrant (should be completely restricted). This
method helps to prioritize tasks and strategically allocate time.

Looking at foreign experience, SMART goals and the Eisenhower matrix are
widely used in Western universities, corporations, and even personal
development programs. In countries such as the USA, the UK, and Germany, these
methodologies are taught in seminars, trainings, and time management courses
for students and professionals. Many project management programs (e.g., Trello,
Asana, Monday.com) incorporate the principles of the Eisenhower matrix, which
helps teams prioritize tasks. Regarding local experience, there is a growing
interest in time management skills in academic circles and small and medium-
sized businesses in Uzbekistan. Some universities and training centers provide
classes for students on effective time management, but there are still
opportunities for the comprehensive and systematic implementation of these
methodologies. Many young people are getting acquainted with these methods
through foreign sources, but there is a need to adapt them to local conditions and
integrate them more deeply into curricula. Studying foreign experience and
implementing its best practices into local educational and business systems will
serve to increase individual and organizational efficiency.

Several solutions and proposals can be put forward to solve the
aforementioned problems and increase efficiency. First, it is important to include

special modules or courses on time management and prioritization in the
curricula of educational institutions. This will help students develop the right
skills from the very beginning. Secondly, when applying methodologies such as
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SMART and the Eisenhower matrix, it is necessary to regularly conduct practical
exercises and case studies. This helps transform theoretical knowledge into
practical skills. Third, it is necessary to promote the effective use of digital tools
(e.g., calendar apps, task managers) and technologies when setting and organizing
tasks. Fourth, it is important to increase flexibility by introducing mechanisms for
continuous self-assessment and adjustment of plans. This is because planning is
not a static process, but a process that must be dynamically and continuously
improved. Finally, self-discipline to increase personal responsibility and avoid
distractions is also an important part of these solutions.

In conclusion, setting priorities in time management is a crucial factor that
ensures increased efficiency, accelerates goal achievement, reduces stress, and
ensures the rational use of resources. Therefore, every person must develop the
ability to identify priorities in planning their activities and strictly adhere to them.
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