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Time  
Management Skills, 

Techniques and 
Tools 

What is the  difference between  me management skills, techniques and tools 

Time management skills are mainly so  skills that can help you manage your me be er. Examples of me management skills are 
boundary se ng, planning, delega ng, priori zing and so on. 

Time management techniques and frameworks are different ways to manage your me. Examples of me management techniques 
are Ge ng things done (GTD), Pomodoro mer, Eisenhower matrix and many others.  

Time management techniques consist of methods, guidelines, processes and other recommenda ons. In addi on, these techniques 
also recommend many different me management tools. 

Examples of me management tools are calendar, noteôtaking so ware, me tracker, specialized me management apps such as 
Toggl. , you can find many different so ware solu ons.  


