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Abstract. The article examines the organizational and managerial
aspects of the professional and personal development of academic staff. It
highlights the need for effective planning and optimal time management due to
the fast-paced dynamics of modern society, the importance of acquiring new
knowledge and innovative technologies, and evolving labor market demands.
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Emphasis is placed on the idea that professional and personal development of
academic staff represents a type of productive work, serving as a foundation for
sustaining one’s livelihood. Productive work enables academic staff to express
themselves, assert their identity, realize intellectual and creative potential, gain
psychological experience, and foster a sense of moral dignity, among other
aspects. The study substantiates that effective activity planning and time
management help: accurately set priorities; establish long-term goals; complete
tasks on time; maintain high productivity; develop leadership qualities; process
information efficiently; complete tasks effectively; prevent overload; harmonize
personal development; improve quality of life; balance work and rest; foster
professional growth; and increase chances of success in endeavors with
optimal investment of effort, energy, and resources. The article discusses
current trends, methods, principles, models, and theories of activity planning
and time management, including «Kaizen», «Eat That Frog», «Getting Things
Done» (GTD), «Energy Cycles», «Priority Outcomes», «Timeboxing», «4DX»
(Four Disciplines of Execution), «5S», digital app use, «ABC analysis»,
«Pomodoro», adaptive time management, «Eisenhower Matrix», «Parkinson's
Law», «GROWSp», and «Deep Work». An integrated and comprehensive
approach to organizing personal and professional development for academic
staff is proposed, comprising four stages: (1) goal setting and prioritization; (2)
time planning and task allocation; (3) task execution; and (4) monitoring and
adjusting.

Key words: academic staff; personal development; activity planning;
professional development; time management.

Midds4uii Bonodumup

MPO®ECIMHUNA TA OCOBUCTICHUIN PO3BUTOK HAYKOBO-
MNEOAOrIYHOrO NMPALIBHUKA:
OPIAHI3ALINHO-YNPABNIHCbKUA ACNEKT

AHomauyia. Y cmammi docrniOxeHo opaaHisayitiHo-yrnpasniHcbKull
acrekm npogheciliHoezo ma ocobucmicHo20 po38UMKY HayKoeo-redazoeaiyHo2o
npauieHuka. 3asHa4yeHO, WO HeobXiOHicmb egheKmueHO20 nnaHysaHHs ma
onmumarsnbHOi opeaHi3auii 4Jacy 0ns OdisnbHocmi obymoeneHa OuHaMiYHUM
PUMMOM XXUMMSsi Yy Cy4YaCcHOMY CYCMiflbCMei, 8aXX/IUGICIMi0 3aC80EHHST HOBUX
3HaHb Mma IHHOBaUIUHUX MexHonoeil, 3MiHaMu 8UMO2 PUHKY mpauj.
AkueHmosaHo, wWo npogeciliHul ma ocobucmicHuli pPo38UMOK HayKO80-
nedazoeiyHo20 npauyigHuka € pi3HogUOOM nPOOyKMUHOI  npaui, wo
po3anssdaembcs K 0CHo8a 3abesrnedyeHHs1 XummedisanbHocmi. 3asHadyeHo, Wo
yepes npodykmueHy npauto Haykoego-nedacoaiyHuli npauyigHuK
camosupaxaembCsi ma camocmeepOXyemsCsi, pearnisye iHmenekmyasbHUl ma
meopyul romeHuian, ¢opmMmye rncuxonoziyHuli 0oceid, posgueae mnoYymms
MoparnbHoi 2i0Hocmi ma iH. ObrpyHmogaHo, Wo eeKkmueHe aHy8aHHs
dianbHOCMi ma ynpaersiHHs 4Jacom OoromMazae: MpasuribHoO 8u3HaYamu
npiopumemu; 8cmaHogumu 90820CMPOKOBI  Uini; 84aCHO BUKOHysamu
3as0aHHs; nmidmpumyeamu 8UCOKY npodykmueHicmb OisiibHOCMI; po3susamu
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nidepcbKi sKocmi; eghekmugHO ornpaubogysamu iHGhopmauyito ma 8UKOHyg8amu
rnocmaerneHi 3ae0aHHsA; He Oornyckamu repesaHmMaxeHb, 2apMOHi3yeamu
po3sumok ocobucmocmi; nidguwumu siKicmb Xummsi; 3Haumu 6anaHc MiX
pobomoro ma 8idrnoYyuHKoM; npoghbeciliHo 3pocmamu; 36inbWumMU WaHcu
docsemu ycnixy y cnpaeax [Mpu onmumMmanbHUX eumpamax curs, eHepeil,
pecypcie mow,o. Po3ensiHymo akmyarbHi mpeHOu, memoodu, npuHyunu, mooersii
ma meopil nnaHysaHHs1 0ignibHOCMI ma yrnpasniHHa Yacom — «kalid3eH», «3K
uro xaby», «30iUCHEHHS Crpas», «eHepeemuyHuUX UYUKI8», «rpiopumemHux
pesynbmamie», «maltmbokcuHe», «4DX», «5S», eukopucmaHHs Uughposux
0odamkie, «ABC-aHani3», «rnomModopo», adanmueHe yrpaesiHHS 4acom,
«mampuuysi  ElseHxayepa», «3akoH [lapkiHcoHa», «GROW», «anuboka
pobomayx. Po3pobrieHo iHMeeposaHuli KomrnekcHul mnioxid Ao opeaHizauil
ocobucmicHozo ma  npogheciliHoeo  po3BUMKY  HayKo80-rneda2oeiyHo20
npauieHuka, wo ckrnadaemscs i3 Yomupbox emarniia: 1) chopmynoeaHHs Memu
ma eu3Ha4YeHHs1 npiopumemis; 2) nnaHyeaHHs Yacy ma po3nodiny 3aedaHb;
3) suKkoHaHHs1 3a8daHb; 4) KOHMPObL Ma Kopuay8aHHs.

Knroyoei cnoea: Haykogo-nedaecoeiyHul npayigHuK; ocobucmicHull
pO38UMOK; MnaHysaHHs1 OisinbHOCMI; POgheciliHuli  PO38UMOK;  yrpasniHHs
4Jacom.

Problem statement and its rationale. The relevance of studying
activity planning and optimal time management for the professional and
personal development of academic staff arises from the fast-paced rhythm of
modern society, the need to adapt to changing life conditions, and the
emergence of new knowledge and technologies that must be gradually
mastered to remain competitive in today’s labor market. On a personal level,
work is foundational to life activity. It enables the creation of socially significant
material and spiritual values, meeting the multifaceted needs of the individual.
Through work, academic staff can express and assert themselves, realize their
intellectual and creative potential, gain psychological experience, and cultivate a
sense of moral dignity, among other aspects (Piddiachyi, 2019). Mastery of
effective activity planning and time management helps to establish a balance
between professional responsibilities and personal life, reducing stress and
mitigating professional burnout.

Due to the nature of their profession, academic staff analyze vast
amounts of information, making it difficult to focus on high-priority professional
and personal tasks. Considering the challenging conditions of life and work
during the unprovoked war waged by the Russian Federation against Ukraine,
remote work and flexible schedules have become widespread practices. In this
context, there is an increased need for academic staff to independently plan
their activities and manage their time to ensure optimal organization. Enhanced
planning skills help them: prioritize effectively; set long-term goals; complete
tasks on time; maintain high productivity; develop leadership qualities; process
information efficiently and fulfill assigned tasks; avoid overload; harmonize
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personal growth; improve quality of life; find a balance between work and rest;
grow professionally; improve self-discipline and self-control; minimize stress,
depression, and fatigue; enhance mental health; increase personal motivation;
and boost their chances of success with optimal investments of effort, energy,
and resources.

Analysis of the recent publications. Significant contributions to the
research on professional and personal development of educators have been
made by both national and international scholars, including I. Zyazyun,
O. Kucheryavy, O. Lavrinenko, O. Semenog, M. Soldatenko, L. Khomych,
L. Bragg, M. Heyeres, M. Kennedy, and C. Walsh, among others. Analysis of
their work indicates that the professional and personal development of
educators is a continuous, interconnected, and mutually reinforcing process
characterized by physical, psychological, and cultural enhancement, as well as
the development of professional competencies.

Despite the multidimensional nature of this body of work, the
organizational and managerial aspects of professional and personal
development for academic staff remain underexplored. A review of the scientific
literature reveals a wide range of methods, principles, models, and theories that
enhance work performance by establishing clear goals (B. Lamorte, G. Liang,
T. Mitchell, F. Mogonea, P. Niven, J. Scott), prioritizing tasks (N. Mfondoum,
A. Homere, M. Tchindjang, B. Silaen, M. Nasution, R. Muti’'ah, B. Tracy),
managing time and personal resources (R. Prieto, M. Zao-Sanders, et al.), and
optimizing workflow organization (S. Blau, S. Al-Toubi, B. Alkali, D. Harrison,
S. Vishweshwara), among others. However, these studies do not propose an
integrated and comprehensive approach that combines these elements
effectively.

Objective: To enhance the readiness of academic staff for
professional and personal development by applying a comprehensive approach
to activity planning and time management.

Presentation of the basic material. The ability to plan activities and
manage one’s time significantly impacts the effectiveness of the professional
and personal development of academic staff, as it allows for efficient resource
use, goal achievement, and productivity enhancement. In traditional
approaches, widely popular methods include maintaining paper diaries, creating
to-do lists in notebooks, and categorizing tasks by importance. However, with
modern digital technologies, the automation of activity planning and time
management has gained widespread use, through mobile applications and
cloud services that help track progress and analyze task performance.

Since the late 20th century, the issue of activity planning and time
management has increasingly been considered within the framework of
achieving a balance between work and personal life. In this context, it is crucial
not only to accomplish professional tasks but also to organize rest, satisfy
personal needs, and create conditions for self-development. Research shows
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that modern trends in activity planning and time management emphasize
minimalism and focusing on sequentially completing the most important tasks,
which explains the shift away from simultaneous multitasking.

Effective planning and time management involve utilizing various
methods, integrating technology, and practicing self-management. These
approaches positively impact quality of life, emotional well-being, professional
and personal development, increased productivity, and adaptation to the digital
age. Examining current approaches to planning and time management has
highlighted the key methods, principles, models, and theories that are widely
applied in professional environments. Here, we review some of the primary
ones among them:

e The GROW Model is designed to assist in defining and achieving
goals. According to this model, the process occurs in four stages: (1) setting a
clear and measurable goal (Goal); (2) analyzing the current situation and
available resources (Reality); (3) considering possible courses of action
(Options); (4) making final decisions and planning specific steps (Will)
(Mogonea, 2022).

e The Deep Work Theory focuses on maintaining certain key
conditions: (1) allocating time specifically for complex, creative tasks that
require focused, uninterrupted work with a high level of concentration; (2)
eliminating distractions (such as visiting social media, checking the news,
household tasks, and similar factors); (3) developing the ability to organize and
systematically carry out planned work (Jena & Basu, 2018).

e The Eisenhower Matrix is developed to enhance the efficiency of
task prioritization. According to this model, all tasks are divided into four
categories: (1) urgent and important (tasks to be done immediately); (2)
important but not urgent (tasks to complete after urgent ones); (3) urgent but not
important (tasks that can be delegated); (4) neither urgent nor important (tasks
to be excluded). This model helps to avoid procrastination, focus on critical
tasks, and use time rationally without spending it on less significant matters
(Ngandam Mfondoum, Tchindjang, Mfondoum & Makouet, 2019).

e The Objectives and Key Results (OKR) Method aids in monitoring
progress and task completion speed. It involves setting clear, achievable goals
within a specified timeframe, as well as indicators that reflect the presence of
planned outcomes and allow for quantitative measurement. Key requirements of
this method include: (1) goals should be ambitious to encourage higher
performance; (2) information should be accessible to all for action alignment
and understanding; (3) success is defined by achieving clear and measurable
results. This method typically involves planning in 3- or 6-month cycles,
enabling quick adaptation to changing circumstances within the professional
environment (Niven & Lamorte, 2016).
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e The Timeboxing Method involves dividing work time into small
blocks (timeboxes) of typically 30 minutes to an hour. Each block is dedicated to
focused work on a specific task or group of tasks. At the end of each timebox,
work stops regardless of task completion status, followed by a short break and
an evaluation of progress. Adjustments to future plans may be made as
needed. The method includes: (1) identifying tasks; (2) estimating the time
needed for each; (3) setting a timer (e.g., 30 minutes); (4) concentrated work
within the timebox; (5) post-timebox evaluation, recording results, short break,
and adjusting future plans as necessary (Zao-Sanders, 2024).

e The Energy Management Method focuses on managing not only
time but also physical, emotional, and mental energy. This approach takes
productivity levels, which depend on the body’s resources, into account.
Planning is organized around daily biological cycles. First, periods of peak and
low productivity are identified. Then, critical tasks are scheduled during high-
energy periods, while breaks and recovery activities are incorporated as
needed.

e The use of digital apps on smartphones and computers enables
time analysis, task optimization, and automation of routine processes through
modern technology. Popular time-management and task-tracking apps include
Todoist, Trello, Asana, and Notion. These apps provide comprehensive
solutions for task organization, help track progress, and analyze productivity.
They enable automated planning, integration with other services, and shared
access to information, facilitating efficient collaboration and streamlined task
execution.

e The Getting Things Done (GTD) Method focuses on freeing the
mind from the need to constantly remember tasks by recording them in a list,
either on paper or digitally. This shift allows concentration on task execution
rather than recall. Key GTD steps include: (1) Data Collection — listing all tasks;
(2) Clarification — defining the ideal outcome and the next specific action; (3)
Organization — preparing to address tasks on the list; (4) Review — regularly
updating the list for relevance; (5) Execution — completing planned tasks (Blau,
2001).

e The Pomodoro Technique helps structure work in intervals of 25
minutes, followed by a short 5-minute break. After four consecutive pomodoros,
a longer break of 15 minutes is taken before starting a new cycle. The main
advantage of this technique is that it helps prevent burnout, maintain high
productivity, and sustain focus on tasks.

e The Four Disciplines of Execution (4DX) Method emphasizes
motivation, focus on key tasks, and consistent progress tracking through
defined metrics and accountability. It is designed to help achieve strategic goals
by fostering discipline, which is essential for meeting objectives in a dynamic
work environment (Liang, Mitchell, & Scott, 2020).
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e The Adaptive Time Management Method is commonly used in
rapidly changing work environments, emphasizing flexible approaches to time
management. This method includes periodic reassessment of priorities,
adaptation to new conditions, and leveraging agile methodologies to efficiently
organize time and activities.

e The Eat That Frog Method suggests tackling the most important
and challenging tasks at the start of the day, a time when personal energy
levels are typically highest. This approach helps achieve optimal results and
prevents procrastination by ensuring crucial tasks are completed early (Tracy,
2008).

e The Kaizen Method focuses on gradual improvement through daily
small steps toward achieving larger goals. This approach involves breaking
down major tasks into smaller, manageable parts, making it easier to make
consistent progress without feeling overwhelmed (Arsyad, Nur, Nurhikmah, &
Azhar, 2021).

e The ABC Analysis Method allows task prioritization based on
impact: (1) Category «A» (high importance) — 20% of tasks generate 80% of
results; (2) Category «B» (moderate importance) — 30% of tasks produce 15%
of results; (3) Category «C» (low importance) — 50% of tasks yield only 5% of
results. This method helps focus on high-impact actions for greater productivity
(Silaen, Nasution, & Muti’ah, 2024).

e The 5S Method focuses on workspace organization to enhance
efficiency and productivity. The five key actions are: (1) Sorting (Seiri) —
identifying and keeping only necessary items; (2) Systematizing (Seiton) —
arranging items for easy access; (3) Shining (Seiso) — maintaining cleanliness
in the workspace; (4) Standardizing (Seiketsu) — setting standards to keep
order; (5) Sustaining (Shitsuke) — establishing rules for consistency (Al-Toubi,
Alkali, Harrison, & Vishweshwara, 2022).

e The Parkinson’s Law asserts that the time allotted for a task often
determines its duration: the more time given, the longer it will take to complete.
This suggests a dependency between the allocated time for a task and its
actual duration, making it beneficial to set tighter deadlines for essential tasks to
enhance efficiency (Prieto, 2022).

The conducted research on theories, methods, principles, and models
of activity planning and time management has facilitated the development of a
comprehensive approach to organizing the personal and professional growth of
academic staff. The literature in psychology, pedagogy, and philosophy
indicates that the personal development of an educator encompasses physical,
mental, and cultural enhancement through purposeful, continuous activities,
grounded in a clear understanding of their own abilities, values, and goals. In
contrast, the professional development of academic staff is the process of
refining existing competencies and acquiring new ones through continuous
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professional education, self-cultivation, and engagement in the fields of
education and science. This development initiates psychophysiological changes
characterized by the enhancement and transformation of their personal and
professional qualities. Professional development is achieved through learning,
internships, participation in research projects, conferences, and similar events
(Piddiachy, 2023). This growth requires planning, prioritization, and effective
management of both energy and time.

According to the developed comprehensive approach, the organization
of professional and personal development of an academic staff occurs in
stages:

I. At the goal-setting and prioritization stage:

1. Identify key objectives for the upcoming week or month, along with
desired outcome indicators for each.

2. Establish task prioritization based on importance and urgency.

3. Analyze available resources, time, and any factors that may
obstruct progress.

4. Consider possible options for achieving the set goals effectively.

5. Specify the concrete actions to be taken.

6. Set deadlines for task completion.

7. Utilize paper planners or digital applications (e.g., Todoist, Trello)
that support various planning methods, task tracking, and synchronization
across multiple devices.

Il. The time management and task distribution stage involves:

1. Dividing the day into time blocks (timeboxing) and addressing tasks
in order of priority — first from category A, then B, and finally C, according to the
ABC analysis. This approach helps to:

¢ Regulate workload.

e Focus on priority tasks within designated time frames.

e Identify and leverage periods of peak productivity based on
individual biological rhythms.

2. Organizing the workspace conveniently to ensure that all
essential tools are easily accessible.

lll. At the task execution stage, the following actions are taken:

1. Eliminating distractions (e.g., disabling notifications and social
media).

2. Using the most convenient format (e.g., a digital app or a paper
notebook) to store, review, and update task lists.

3. Focusing on completing the most important and challenging tasks
and tracking progress based on key indicators.

4. Reviewing plans and reprioritizing tasks as conditions change.

5. Maintaining a high level of productivity by using the Pomodoro
method.
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6. Gradually working on large tasks by breaking them down into
smaller parts and stages to achieve intermediate milestones.

IV. The control and correction stage involves analyzing the processes
and results of the work using reflective tools. This allows for identifying
strengths and weaknesses, as well as understanding areas for improvement.

Conclusions and prospects for further research. The conducted
research has identified two contemporary trends in activity planning and time
management. These include minimalism (which involves focusing on the most
important tasks, eliminating the unnecessary, and striving to avoid overload)
and an emphasis on sequentially addressing priority tasks to enhance work
quality and reduce stress associated with frequent attention switching.

The analysis of methods, principles, models, and theories of activity
planning and time management has allowed for their structuring based on
purpose:

e The goal setting: GROW model, OKR (Objectives and Key
Results), 4DX (Four Disciplines of Execution), adaptive time management
method.

e The task prioritization: Eisenhower Matrix, ABC analysis method,
Eat That Frog method.

e The work time and focus management: Timeboxing, Deep Work
theory, Pomodoro method, Parkinson's Law, Energy Management method.

e The work process organization: GTD (Getting Things Done)
method, Kaizen method, 5S method, use of digital applications.

This structuring will facilitate their more effective application.

The developed comprehensive approach to organizing the professional
and personal development of academic staff aims to enhance their productivity
and effectiveness in educational and professional activities. It emphasizes
maintaining a balance between work and personal life, optimizing time and
resources, automating work processes, minimizing energy loss, and achieving
better results. This comprehensive approach integrates contemporary trends
and key elements of methods, principles, models, and theories of activity
planning and time management. Its application will contribute to enhancing the
readiness of academic staff for physical, mental, and cultural improvement, as
well as the development of existing and acquisition of new professional
competencies in the context of professional activities, formal, informal, and non-
formal education.

Prospective directions for further research include conducting
diagnostics to assess the readiness of academic staff for professional and
personal development in the context of informal and non-formal education.
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