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MODERN TOOLS FOR PLANNING MANAGER'S WORKING
TIME IN THE CONTEXT OF THE DIGITAL ECONOMY

Introduction

In his professional activity, a person uses a number of resources: raw
materials, financial, informational, and human. At the same time, time is an
integral and extremely important resource. Effective and rational use of time is
the result of scientific organisation of work, working hours and rest, the ability to
prioritise tasks, and respect for another person in the process of business
communication. The study of a professional’s time management is one of the most
pressing management issues.

The digital economy dictates new rules for effective management, where
optimising working hours, increasing productivity and introducing innovative
planning technologies are becoming important. The use of tools such as project
management software, time management systems, and automated task control
systems is becoming critical to the success of organisations.

A study of modern time planning tools will help identify the most effective
practices and technologies that allow managers to achieve high productivity,
balancing the company's strategic goals with daily operational tasks in the context
of digital transformation.

The basis for the development of research on planning and use of working
time at the level of management personnel is the work of many foreign and
domestic scholars who have studied various aspects of this phenomenon. Among
them are such researchers as Allen D., Balabanova L., Sardak O., Vynohradskyi
M., Vynohradska A., Shkanova O., Dovhan L., Yevtushenko H., Prentis S,
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Skibitska L., Kholodnytska A., Chernenko N., Yurynets Z. and others. However,

the problem of inefficient planning and use of working time by managers in the

context of the digital economy has not been fully resolved and requires further
research.

Purpose, subject and research methods

The purpose of the article is to study and analyse the latest digital tools for
effective time management for managers. The article is aimed at identifying best
practices and technologies that help to increase productivity, optimise
management processes and increase flexibility in decision-making in the context
of digitalisation. The study is focused on developing practical recommendations
for implementing these tools in the daily activities of managers to improve
performance in the context of digital transformation.

Specific scientific results were obtained using general and special methods
of studying processes and phenomena in their interconnection and development,
namely: dialectical method, structural-logical and semantic analysis (to clarify
and streamline the terminology in the conceptual apparatus of work planning and
managers' working time); method of comparative analysis (to compare and
describe the main digital tools for managing managers' working time), etc.

Research results

At present, it is not customary in the scientific community to say directly
that the problems of labour productivity and working time losses are often
associated not so much with the aging of labour tools and working methods as
with the unskilled implementation of the five management functions: planning,
organisation, motivation, control and coordination. The aging of technological
and technical equipment of processes is a consequence of insufficiently
professional management. «...With strong management, problems related to the
organisation of employees' working time, if they arise, are short-lived, as the
effectiveness of a manager is primarily assessed by the performance of the unit he
or she manages. If a business owner has doubts about the sufficient performance
of one of the company's divisions or the effectiveness of several divisions
involved in the main production process, it is advisable to engage external experts
to objectively assess the situation..." (Taylor, 2004).

The issue of rational use of working time has been a focus of attention since
the inception of management as a scientific field. Thus, the works of F. Taylor,
the founder of the scientific school of management, on labour productivity,
marked the beginning of management as a science. Issues related to labour
productivity, which is directly related to the effective organisation of the working
day of employees of any organisation, have evolved and are still relevant today
(Taylor, 2004).
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In his book Principles of Scientific Management, F. Taylor argues that one
of the three reasons for low labour productivity is "...an improper system of
organising the management of enterprises, which forces each worker to "cool
down" or work slowly, thus protecting their own immediate interests" (Taylor,
2004). F. Taylor recommends that managers should bear the main responsibility
for labour productivity, and therefore for the quality of employee time
management, proposing to introduce a scientific approach to the formation of
labour standards and methods, recruitment and coordination. According to F. W.
Taylor, "...the administration works closely with the workers to bring all
individual spheres of production into conformity with the scientific principles it
has previously developed" (Taylor, 2004).

Today, time requires restructuring organisational activities under the
influence of innovative approaches to management, assessing the effectiveness of
the organisation in the face of changing environmental factors and the efficiency
of each employee. This aspect has received considerable attention in modern
research on organisational behaviour and organisational development
(Yevtushenko, 2014).

In modern research, the concept of working time planning is reduced to
time management. There are two main approaches. The first is aimed at organising
time for each employee. The second approach reduces the problems of working
time management to labour rationing. Thus, in a work on time management, time
management is understood as "...an interdisciplinary section of science and
practice devoted to the study of problems and methods of optimising time costs in
various fields and branches of human life..." (Kennedy, 2013)

A. K. Nesterov notes, "...time planning, time organisation is a concept of
personal work planning that allows organising working time and increasing the
efficiency of management activities through its rational use...". L. Seiwert defines
time planning as "...managing yourself and actively shaping your own lifestyle or
leadership...

All of the above concepts are related to time management, and describe
time planning as one of the ways to influence employees to achieve the
organisation's goals. The new impetus and new approaches to labour productivity
and time management are associated with the emergence of new generation digital
technologies: artificial intelligence, robotics, the Internet of Things, wireless
communication technologies, and others. Their use can increase labour
productivity in companies by 40%.

With the advent of the digital economy, both the structure and nature of
working time have changed, and approaches to its rationing and control have also
changed:

- tools for standardising working time (timekeeping, working day
photographs) can be used using special programmes and forms filled in
electronically;
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- control over employees' working hours can be carried out using special
software that can monitor the actual time spent working on a computer.

All technological and technical innovations, accumulated experience in
managing organisations, and the ability to compare traditional approaches and
new management methods allow us to analyse and select relevant tools for
managing the main resource - time, whose main properties are completeness and
irreversibility.

Many researchers believe that the concept of time management is abstract.
They argue that the impact on time is the basis of any management process,
because time itself is a necessity that cannot be controlled. However, each person
can learn to use their time rationally, given its limited and irreplaceable nature.

In the modern management literature, there are significant differences in
the understanding of the term "working time planning". C. Prentice considers it as
a technology for time management in everyday life, including examples and
recommendations (Francis-Smythe, 2006). B. Tracy expands on this definition by
calling time management not only time management, but also life management
(Tracy, 2009). Kulikova emphasises that this is not only a daily routine, but a
system of methods for optimising time expenditure (Kholodnytska, 2013). A
group of Ukrainian scholars defines time management as the management of one's
own activities and resources (Skibitska, 2014). Alushina N.O. considers it as a
technology of time planning with regard to personal goals (Alyushina, 2019).

In turn, Chernenko N.M. interprets working time planning as self-
management using time management techniques (Chernenko, 2011). These
different approaches make it clear that time management is not only a strategy for
efficient use of time, but also a tool for achieving personal and professional goals.

Planning a working day is one of the main tasks of a manager. Often,
managers are not effective enough at planning or do not devote enough time and
atte (ntion to this process. Planning should begin with a clear statement of
objectives. For this purpose, a list of cases and possible obstacles is formed, which
will require some time to overcome.

Thus, the analysis of modern interpretations allows us to formulate our
own definition: managerial time management is a set of technologies for planning,
allocating and optimising time in order to achieve maximum efficiency of
managerial work. Thus, the essence of planning the work and working time of a
manager at an enterprise is a systematic and structured approach to the distribution
of tasks and determining the time frame for their implementation.

Time is a finite and non-renewable resource that determines the
development of both business and personal development of employees, including
managers. In today's business environment, irrational use of working time occurs
due to the lack of effective time planning, lack of motivation and control, lack or
low level of self-organisation, bad habits, professional burnout, reduced quality of
work, excessive sociability and distraction by social media, messengers, etc.
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Organising a manager's working time planning involves substantiating

such elements as goals and objectives, subjects and objects, regulatory framework,

tools, etc. (Fig. 1). Thus, the purpose of planning a manager's working time is to

ensure the effectiveness of individual labour of a manager, his/her personal

development in the conditions of instability of the external and internal
environment when making managerial decisions.

Exogenous factors

F———————
| |
| Goal Objectives Entities Facilities (working :
| (managers and hours, labor |
| supervisors) costs) |
] T r |
I Organising manager's time planning in the context of :
: business digitalisation |
| I
| ! ! |
I Legal regulation Tools and methods (Pareto analysis, |
| (Labor Code of Pomodor, Eisenhower matrix, Parkinson's I
| Ukraine, etc.) law, time blocking method, GTD method, I
| SMART, etc.) :
|

I I
I Software (Asana, ActiveCollab, Bill4Time, Clarizen, Harvest, I
| Nutcache, ProofHub, Replicon, Scoro, Timecamp, Toggl, etc.) :
. ____ o

Endogenous factors

Figure 1. Figure 1.0rganization of manager's working time planning
Source: Developed by the authors

The tasks of scheduling a manager's time can be grouped by area:

— optimising decision-making procedures and aligning them with working time
plans;

— Ensuring delegation of tasks in accordance with the working time plans of the
manager and his/her subordinates, creating an integrated system of working time
plans;

— establishing norms and standards of labour productivity and value
measurement of managers' performance;
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— Setting personal development goals with an indication of the duration and steps
for their implementation;
— motivation to use working time efficiently and save it;
— Increasing the company's profit by improving the manager's efficiency, etc.

The manager's working time should be planned by the manager himself or
herself under the supervision of top managers with controlling powers. The
objects of the manager's time planning are working time as the leading object, and
additionally, labour costs, time sheets, labour costs budget, Gantt chart, etc. The
methodological support of manager's working time planning is based on a set of
methods and tools that are quite diverse and may constitute a separate research
topic.

We will focus on the use of modern digital tools for planning a manager's
work and working hours. Thus, time management software includes a large
number of computer programs and mobile applications for time planning and
performing additional management functions.

It is convenient to plan working hours and then manage them with the help
of special software, most often task trackers. The best tools for time management
are visual, simple and intuitive for all employees. Among the top tools for
planning our own activities, we can highlight the following: Worksection, Asana,
Wrike, Click Up, Smartsheet, etc.

There are more than enough offers on the software market today, so you
can choose an option for any organisation. Most popular applications have the
following basic functionality: file transfer; communication tools; calendar, Gantt
chart; the ability to create and delegate tasks and monitor their status. Many of
them have a fairly functional interface and a pleasant design. Therefore, it is worth
choosing a product that meets the specifics of the enterprise and the tasks that
management personnel work with.

We have systematised the best software for time management that can be
used in the practice of planning work and managers' working hours, described
their advantages and disadvantages, and determined their basic cost (Table . 1).

Based on the comparative analysis of software products, we can state that
GanttPro and/or Kissflow Project offer affordable functionality and include free
versions. These applications are web-based, and GanttPro includes a mobile
version. The only costs that a company may incur are related to staff training. It
can take place online without leaving the workplace. raining on these apps is
available on YouTube and is also free.

Table 1. Comparative characteristics of time management software that can be
used in the practice of work planning and time management

Basic Disadvantag

Name Features Tariffs Rating
software. es

1 2 3 4 5 6
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Work- | Web, A project | Does not | You can try the | 4.9

section | Windows, | management tool | work offline. | product for free | out of
iOS, and | that both techies | There  are | for 14 days. There | 5.
Android. | and non-techies | problems is also a free

can easily work | with the | version that
with. The | mobile provides 0.1 GB
development takes | application. | of storage, 2
into account all the projects, and 5
tasks of project users.

managers and For $29  per
team  members: month, the
planning, product can be
communication, used by 10 team
Kanban  boards, members, with 10
financial cost projects available
control, and for them. For
reporting.  Data $199, the number
security and of users and
uptime are projects is not
ensured by SSL limited, and the
encryption, a team has 500 GB
reliable server of storage.

base, and a two-

factor

authentication

procedure.  The

response time of

technical support

is from 10 to 60

minutes. There are

integrations  with

Google Disc,

Slack, Google

Calendar,

Telegram, and

Viber.

Asana | Web, iOS, | This work | There  are | The trial period is | 4.5
Android, | planning tool is | problems 30 days. Paid | outof
Windows, | loved not only for | with setting | plans range from | 5.
Mac. its  functionality, | up email | $13.49 to $30.49

but also for its | notifications | per user when
interface, which is | , few tools | paying monthly,
bright and not | for working | from $10.99 to
intrusive at the | with  text, | $24.49 per user
same time. The | and not | when paying for
software is | enough the whole year.
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positioned as a
comprehensive

integrations.

There is a free
version, but it is

solution that available to teams
covers all project with no more than
management 15 employees.
tasks, and For $13.49, you

therefore contains
a full set of basic
functions.

Integrates with a

get access to
workflow

designers and the
ability to create

large number of closed  projects
external tools and and groups.
services: Jira

Cloud, Adobe

Creative  Cloud,

Slack, Microsoft
Office 365, Gmail,
OneDrive, Box,
DRopbox, Gitlab,
Trello.

Wrike | Web, i0S, | What makes this | In order to | You can use the | 4.2 of
Android, | day planner so | make  full | trial version for | 5.
Windows, | special is its | use of all the | 14 days. Next,
Mac. flexibility. It's up | benefits of | you need to

to the wuser to | the product, | choose one of the
decide how they | you need to | tariffs, which
want to visualise | contact range from $9.80
their work on the | technical to $24.80 per user
dashboard. support per month. There
Whether it's a | frequently, is also a free
Gantt chart, | and it is not | version, but it has
Kanban board, or | always only 2 GB of
project schedule, a | prompt. space per team,

team member can
easily switch
between windows
and modes to
control their area
of work and
monitor the bigger
picture. Lots of
templates and
integrations.

and the number of
active tasks is
limited. At the
cheapest rate,
each user receives
up to 2 GB and
interactive Gantt
charts,
integrations.
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Continuation of the table. 3.8

1 2 3 4 5 6
Celoxis | Web, iOS, | The real-time | The interface | You can use | 4.4 out
Android, planning tool | needs to be | the free | of 5
Windows, | for teams gives | improved, and | version  for
Mac. the project | to understand | testing
manager a 360- | how the | purposes. The
degree view of | product works, | cloud version
task  statuses | you need to | costs from
and performers, | study a lot of | $25 per user
error  reports, | instructions per  month,
documents, and with each user
tickets. A getting 2 GB
special feature of storage.
is the
functionality
for visual
detailed
reports. Easily
adaptable  to
companies of
different sizes
in different
industries.
GanttPro | Web, iOS, | The tool helps | Not everyoneis | A free trial | 4.8 out
Android. you to work | satisfied with | version is | of 5.
carefully  on | the fact that | available. The
setting  tasks: | editing data in | basic version
divide  them | the app is not | costs  $7.99
into  subtasks | very per month per
and track the | convenient, so | user.  Gantt
status of each. | most  people | charts, a
The wuser can | need to work | calendar, and
choose between | with the | automatic
the usual | product from a | scheduling are
visualisation PC available for
methods in the this amount. If
form of a Gantt you pay
chart, $19.99, the
dashboard or list of features
whiteboard. expands:
Statuses, project
priorities, templates,
deadlines - just bulk changes,
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like in the usual
task  trackers.
Integrates with

saving filters,
and
notifications

Jira,  Google about task
Drive, Slack, deadlines.
and other

popular

applications.

Kissflow | Web, A tool that has | Not everyone is | There is a free | 5of 5

Project | cloud, nothing satisfied ~ with | trial. Paid
SaaS. superfluous. the way | plans start at

Kanban board | notifications, $10 per month
for  visibility, | document per user if
functionality exports and | paid for a
for placing | integration are | year, or $18 if
priorities to | implemented. paid monthly.
meet deadlines. | It's also worth | For more
Reminders of | remembering information
upcoming task | that the speed | about the
deadlines. and functionality
Integration performance of | available in
with  Google | the service | each  tariff,
Workspace and | strongly please contact
external tools | depends on the | your manager
via the REST | quality of the

APl is possible. | Internet.

ClickUp | Web, iOS, | A product with | According to | There is a test | 4.7 out
Android, a full set of | users, the | version of 5.
Windows, | basic functions: | mobile version | available for
Mac. tasks and | could be more | 14 days free of

templates  for | convenient. charge. There
them, is also a tariff

checklists.
Ability to filter
documents by
specified
criteria,
calendar, and
task timeline.
Functionality
for  working
with
documents,
including wiki
documents:

for which you
don't have to

pay at all.
Under its
terms, users
receive 3

boards and
can  upload
files of no
more than 100
MB each. For
just $5 per
month,  you
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creating,
editing,
administering
access. Group
chat, six types
of  reporting
templates. It
integrates with
Google
Workspace,
Dropbox, and
more than 1000

can get rid of
the
restrictions on
the amount of
information
you can
upload, and
get as many
Gantt charts,
guest access,
and
integrations as

tools from you want.
Zapier, an

automation

builder.

Source: Systematized by the author based on data [TOP programs for project and time
planning]

The main functional task of time tracking software is to help plan and
monitor the implementation of planned tasks, monitor the efficiency of working
time, generate invoices for payment for the time worked, and track time spent on
various websites and social networks (Hubstaff).

The economic effect of implementing software for planning the work and
working time of managers is formed from two components. First, it is to improve
the quality of management decisions made with the help of available information.
Secondly, the effect obtained by reducing the labour intensity of the individual
work of management employees.

Summary

Thus, in order to ensure the efficiency of individual work of a manager, his
personal development in the conditions of instability of the external and internal
environment, it is advisable to use planning of the manager's working time when
making managerial decisions. The objectives of managerial time planning are to
optimise the decision-making process and align it with working time plans; ensure
delegation of tasks in accordance with the working time plans of the manager and
his/her subordinates; set personal development goals with the duration and steps
for their implementation; motivate the efficient use of working time and its saving,
etc. Ensuring the effectiveness of individual managerial work is possible in the
context of creating an integrated system of working time plans, which requires the
use of effective digital tools and methods of working time planning.

Strona 2 1


http://www.ojs.wsa.edu.pl/

Journal ISSN: 2391 - 9167
Publisher: International University of Applied Sciences in Lomza
Www.0js.wsa.edu.pl

References

1. Taylor F/ The Principles of Scientific Management by Frederick Winslow Taylor. Available
at: https://www.gutenberg.org/ebooks/6435

2. Yevtushenko G. I. Analysis of the state of working time management and ways to increase the
effectiveness of the use of "time management™ in the organization. Collection of scientific
works of the National University of the State Tax Service of Ukraine. Irpin: National University
of the State Tax Service of Ukraine. No. 1, 2014. P. 88-96.

3. Kennedy D. Time Management for Entrepreneurs: The Ultimate No Holds Barred Kick Butt
Take No Prisoners (Second Edition). Published by Entrepreneur Press. 2013. 190 p.

4. Francis-Smythe J.A. Time Management. in Timing the Future: The Case for a Time-Based
Prospective Memory. [EDS. J. Glicksohn & M. Myslobodsky. World Scientific Publishing.
2006. Available at: https://eprints.worc.ac.uk/274/1/TimeManagement.pdf

5. Tracy B., Zarzadzanie czasem, Muza SA, Warszawa 2009. 79 p.

6. Kholodnytska A. V. Application of time management technologies in enterprise management.
Bulletin of Chernihiv State Technological University. Chernihiv: Chernihiv State
Technological University. No. 4 (70), 2013. P. 261-268.

7. Skibitska L.I. Time management [textbook for students of economic universities]. K, 2014. 528
p.

8. Alyushina N. O. Time management of an official: the art of managing your time Available at:
http://alyushina.com/content/presentation/TM.pdf

9. Chernenko n.m. Time management as a means of improving the professional activities of civil
servants. Public administration: theory and practice. 2011. Issue2(6). Available at:
www.dridu.dp.ua/zbirnik/2011-02(6)/11cnndds.pdf

10. TOP programs  for project  and time planning. Available at:
https://worksection.com/ua/blog/best-project-planning-tools.html

Abstract

Based on a systematic analysis of scientific literature, the article establishes that
in modern research the concept of working time planning is reduced to time management.
There are two main approaches: the first is aimed at organising time (time management)
for each employee; the second assumes that the problems of working time management
are reduced to labour rationing. It has been determined that planning of manager's working
time is a complex of technologies for planning, allocation and optimisation of time in order
to achieve maximum efficiency of managerial work. In order to improve the process of
planning the manager's working time, the best software is systematised, the advantages
and disadvantages are presented, and the basic cost of their use is determined. It is proved
that most popular applications have the following basic functionality: file transfer;
communication tools; calendar, Gantt chart; the ability to create and delegate tasks and
monitor their status. Based on the comparative analysis of software products, it is proposed
to introduce GanttPro and/or Kissflow Project software products that offer affordable
functionality and contain free versions into the enterprise's activities. These applications

Strona 2 2


http://www.ojs.wsa.edu.pl/

Journal ISSN: 2391 - 9167

Publisher: International University of Applied Sciences in Lomza

Www.0js.wsa.edu.pl

are web-based, and GanttPro includes a mobile version. The effect of implementing the

software for planning the working time of management personnel will be reflected in:

improving the quality of management decisions made with the help of available

information and reducing the labour intensity of individual work of management

employees.

Keywords: manager's time planning, digital tools for time planning, business

digitalisation, digital economy
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