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ABSTRACT

The time now plays a central role in the life of institutions .It thus became a basic
component of their resources, most of which give it a high importance to achieve
the goals and implement programs . Consolidation of skills of managers is
required in time management and its principles and in order to ensure their work
efficiency and avoid wasting their time which is actually that of the institution. So
we will try through this article to illustrate the different skills that the head (the
head of department) should master as well as the best strategies that can be
followed for managing their time effectively.

Keywords: Time management, Strategies, Skills.
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