Time Management Lecture by Dr Ibrahim Al Fiqi: the first 18% minutes of the

YouTube video:
https://www.youtube.com/watch?v=zypL3w xkcc

Here's a structured summary [by Le Chat, Mistral] of Dr. Ibrahim Elfiky’s lecture on Self-
Mastery and Time Management, including key insights and actionable steps:

Core Message

Time is the most valuable resource—successful people manage it wisely, while unsuccessful
people waste it and complain about its scarcity. The lecture emphasizes that time
management is a skill rooted in self-mastery, beliefs, and habits.

Why People Waste Time

1.

2.

Values and Beliefs
o Beliefs about time are shaped by parents, external influences (friends, media,
teachers), and societal norms.
o Negative beliefs (e.g., "l don’t have enough time") lead to poor time
management.
Negative Self-Image
o How you perceive yourself (e.g., disorganized, overwhelmed) affects your
ability to manage time effectively.

Five Benefits of Time Management

1.
2.
3.

4.
5.

Control over your day: Handle interruptions and focus on goals.

Stress reduction: Organizational strategies improve mental clarity and reduce stress.
Achieve goals: Eliminate time-wasters to free up time for education, skills, and
personal growth.

More energy: Accomplishing tasks boosts motivation and physical/mental energy.
Quality time with loved ones: Effective management creates space for family and
social connections.

Time Thieves (Common Obstacles)

1.
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Procrastination: Delaying tasks due to intimidation, lack of motivation, or fear.
Confusing priorities: Overwhelm from unclear goals or constantly shifting tasks.
Self-interruptions: Distractions like calls or socializing during work.

Inability to say no: Overcommitting to social or unnecessary tasks.

Interruptions: Unplanned calls, visits, or disruptions.

Duplicate effort: Revisiting incomplete tasks, doubling workload.

Unrealistic planning: Underestimating task duration, leading to missed deadlines.
Excessive socializing: Poor boundaries between work and social time.

How to Control Time Thieves

1.

2.

Procrastination:
o Usethe "3 Ds": Do (if important), Delegate (if someone else can), Destroy (if
unnecessary).
o Ask: "What will happen if | don’t do this?"
Confusing Priorities:


https://www.youtube.com/watch?v=zypL3w_xkcc

o List tasks by urgency: Must do = Should do - Want to do.
o Plan for interruptions and stick to priorities.
3. Interruptions:
o Focus on results and benefits of completing the task.
o Politely decline or defer non-essential interruptions.

4. Saying No:
o Ask: "What would happen if | say no?" If the answer is "nothing," decline
gracefully.

5. Telephone Interruptions:

o Set boundaries: "I'll call you back at [time]."
6. Duplicate Effort:

o Handle tasks immediately: Do it, delegate it, or destroy it.
7. Unrealistic Planning:

o Be honest about timeframes. Adjust plans if unrealistic.
8. Socializing:

o Decline non-essential events or limit attendance.

Empowering Time Management Habits
1. Decide to become an outstanding time manager.
Promise yourself and others you’ll improve.
Believe you can master time management.
Prioritize daily tasks: Number tasks by importance.
Wake up 15 minutes earlier: Leverage morning creativity.
Prepare in advance: Gather tools/materials before starting.
Break projects into smaller tasks: Tackle one section at a time.
Use the "Power of 10": Work on a difficult task for 10 minutes to build momentum.
Self-programming: Repeat affirmations (e.g., "I am an outstanding time manager").
10 Practice for 21 days: Habits become permanent after consistent repetition.
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Advanced Techniques
¢ Modeling: Emulate successful time managers.
¢ "Time Management Hat": Teach others to reinforce your own learning.
o "Act As If": Behave like a time management expert to internalize the identity.

Final Thought
“Live each day as if it were your last. Live with love and appreciate life." Time is life—master
it to join the top 3% of successful achievers.

Question for Reflection: If you had only six months to live, how would you spend your time?
Use this perspective to prioritize what truly matters.

Would you like to dive deeper into any specific section or apply these principles to a
personal goal?



