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Abstract

The study aimed at identifying the mangers of secondary schools time management skills in Jeddah
province through availability of behaviors referring to time management skills in executing administrative
tasks and duties measured by the study tool. In addition, the study aimed at identifying the productivity
indicators in secondary schools through the referring phrases in the research tool, as well as scaling the
relationship between time management in managers of secondary schools in Jeddah and schools productivity
indicators. The study also aimed to specify suggestions and procedural recommendations that help managers
in organizing their time and executing their duties effectively and sufficiently in the light of the current
study’s recommendations. The study sought to specify the statistical differences in management availability
degrees to execute administrative duties and tasks of school mangers according to age, courses in time
management, and qualification. To reach such objectives, the study tool was applied on the study community
included (91) of Jeddah secondary schools managers. Data was processed statistically using SPSS program.
The results included the following:

1. With regard to time management, managers cared for attending early, releasing the importance of time,
and preparing general plan of schools work in the first three ranks as they are the managers’ most
important tasks and priorities.

2. With regard to productivity dimension, honoring the gifted and excels was a brilliant mark in schools as
well as drawing up an obvious plan concerning workflow, schools response to sudden actions were in the
first three ranks because they are the most significant indicators to school productivity.

3. There are no statistical differences between the sample’s individuals response to time management
attributed to qualification, age, participating in courses variables with the exception of age variable on
productivity degree for the favor of individuals under 40 years old.

The most brilliant recommendations included:

1. Increasing awareness of time management concept in order to be an important part with school manager
and his administrative assistants.

2. Program presented to school mangers in time management field are to concentrate on skill aspects as well
as cognitive one.

3. School manager are not to be nominated for management unless they participate in time management
course or allowing him to participate in the same course after practicing his task as a school manager.

4. Time is an important and necessary source. Time management and utilization benefit the entire of

educational process.

Managers’ realization of time importance helps them to achieve the school objectives easily.

6. School productivity is affected greatly by goo time management. So, we have to make sure that time
affects productivity though course presented to school managers.
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