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August 17,1990

Dear Manager,

| am avisiting scholar at University of California, Los Angeles (UCLA), working
on a comparative study about "Time Management".

| will appreciate your cooperation in answering the including the questionnaire. If you
have any question please contact:

Associate Dean Robert Andrews
Anderson Graduate School of Management at UCLA
(213) 825-2924

Thank Y ou.

Sincerdly,

Dr. Ebtesam A. Halawani
Visiting Scholar

UCLA

P.O. Box 4575

Culver City, CA 90231
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Resear ch Questionnaire for Managers on Time Management

General Information

A.Sex Male Female
B. Degree : B.A.or B.s. Master Ph.D.
C. Years experience in management :

Lessthan 2 years 2104 years

5to 7 years 810 12 years

Morethan 12 years

D. Number of personne on your staff and/or under your leadership :
Lessthan 10 10to 20 people
21 to 30 people More than 30 people

Management Questions

1. The following are some reasons that lead to misuse of a manager's time; For each
reason, please check "Yes' or "No" as to whether or not you fed it would lead to
misuse of time: Then, in the last columns indicate the degree it affects your own
time:

Reason Yes | No | Often | Seldom | Never

Lack of pre-work planning
Interruptions due to meetings

Too much centralization of work not
delegated properly

Complicated work procedures

Slow communications

Public complaints

Handling personal affairs on office
time

Lack of staff participation in
decision-making

Staff members lack job knowledge
and skills

Staff members not given necessary
authority to do their jobs properly
Staff members not using time wisely
Managers spend too much time
socializing among public

Lack of understanding between upper
and middle management

Other (Pleaselist) :
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2. During your work day, in which of the following time block(s) do you do your best
work?

Early Morning Late Morning
Early Afternoon Late Afternoon
All Times

3. The following are daily tasks performed by managers during an average work day,
and timeisusually allotted for these tasks. In thefirst set of columns, pleaseindicate
the appropriate response as your estimate of whether or not you complete thetask in
the alotted time. In the second set of columns, indicate the actual time used in
completing a task(s).

Task Esti_mamed A_ctual

time time
Daily decision-making Hour Minute Hour Minute
Staff meetings
Public meetings
Daily mail
M eetings with upper
management
Making Answering telephone
cals
Solving staff problems
Handling own personal affairs
Solving unexpected problems
Other (Pleaselist) :

4. Which of the following problems do you presently face in your work caused by
misuse of time:

Completing work unsatisfactorily because of time problems.
Spending too much time on unnecessary tasks.

Working overtime.

Making fast decisions.

Fedling stressed out.

Leaving unfinished work.
Other (Pleaseligt) :
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5. Do you make up adaily pre-work plan? Yes No
6. If the answer was "Yes", do you finish your tasks as planned?
Yes No
7. If you use the "open-door" system do you think it's a misuse of manager time?
Always Sometimes Seldom

8. If the answer was "Always' or "Sometimes’, unnecessary time is spent most

often with:
Staff Public Other managers Friends

9. How do you fed about the meetings you are required to attend with upper man-
agreement, other managers, and your own staff? Below is a list of concerns to be
considered when holding meetings. Please check the appropriate response that best
suits your feelings regarding these concerns when attending meetings:

Upper managers|Other managersOwn staff

] [, le] ],

Concerns % g |5 % 3 |5 % 5|5
= |E | |2 |E | |=|€|C

= |38 = |8 |8 |38

Hold needless meetings
Medting orgenized with well-planned agendas
Chairperson sticks to agenda

Hold more mestings than necessary
Mesetings too long

Too much socializing during meetings
Talking on unrelated or necessary topics
Bickering during meetings
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Part |1

Those who compl ete this part will be provided with a copy of the results.
If you like, please provide your name and address.

Name:

Address:

1. Certain work must befinished in acartain amount of time Do you finish thiswork on time?
Yes No Most of thetime Seldom

2. If the answer was "No", how could you solve your time problem?
Take longer than thetime allowed to complete it

Add more people to your staff

Leaveit to another day

Work unpaid overtime

Leaveit unfinished

Other (Pleaselist) :

3. If your staff does not make the best use of their work times, which of the following
would apply to them?

Types of time misuse by staff Always | Sometimes | Seldom | Never

Received friendsin office

Take too many coffee breaks
Read magazines, hewspapers, etc.
during work time

Comein late in the mornings
Leave early in the afternoon
Socializes too much with other
office personnel

Interrupts work day with personal
business which takes them out of
the office

Asks for random, unscheduled
leave days

Other (Pleaselist) :
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4. If you found your staff members misusing their time, which of the following actions
would you initiate to correct this problem?

Action Always | Sometimes | Seldom | Never
Verbal warning
Officia written warning
Salary deduction
Prohibit outside visitors
Prohibit staff from leaving
area during work time
Prohibit reading at work
area during work time
Use motivational techniquesto help
gaff to correct the problem themselves
Set high standards by being a good
role modd
Give staff regular break timesin
middle of working hours
Other (Pleaselist) :

5. What suggestions would you offer to alleviate the misuse of time management?

Thank you very much for your cooperation.
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ABSTRACT. Timeisan essential asset for human being. It isanon-replaceable resources.
Idam as a religion emphasis the importance of time, and instructed Mudlims to use their
time for good deeds. According to Idam, in the hereafter, the person is accounted for the
way he or she spend his or her time. The importance of time was recognized long ago by
management scholars. They urge people to be aware for the prosperity of time.

As management discipline advances in modern era many studies and researches
were accumulated on time management. Time is regarded by the administrators as the
first resource in society devel opment process.

The purpose of this research isto determine how Saudi managers utilize their time,
during working hours in governmental sectors in Saudi Arabia. And to determine the
obstacles that may interfere with the ideal use of time. As the Americans have long
history in time management, and were the first to put the bass for the subject of time
management. The time utilization in Saudi Arabia was compared with that in USA. Inan
attempt to benefit from their experience in time management.

Several hypothesis were suggested, to explain the causes for time mismanagement.
These include lack of planning, failure to delegate responsibility, bureaucracies, the
policy of unlimited open doors, frequent unnecessarily meetings, and other forms of
interruptions. The study was conducted on 312 Saudi and American managers. Results
show that, Saudi do not delegate responshbilities. Do not smplify paper processes,
neither they authorize others. Y et the two groups were relatively smilar in other aspects
of time management. By the end recommendation were given on how to optimize time
use during hoursin Saudi government sectors, as much as possible.





