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MODULE 3

APNAY WAQT KA JAAIZA LAIN



APNAY WAQT KA JAAIZA KAISAY LAIN?

• Akelay main apnay 24 ghanton ka tajziya karein/ akelay main apnay 24 ghanton par 

ghaur karein ke aap ne unhain kaisay guzara hai.

• Un 24 ghanton main apni ehem sargarmiyon ko note karein.

• Rozana apna screen time note karein

• Aap ke paas apnay 24 ghanton ka/ apnay din ka data hona chahiye

• Apni dilchaspiyon ko note karein. Konsi sargarmiyan aap ke rozmarra ke 

mamoolaat ka mustaqil hissa hain? Agar wo nateejakhez/ faidamand hain tou 

unhain jaari rakhein, agar wo faidamand nahi hain tou un ki jagah behtar adaat 

apnayein.



APNAY WAQT KA JAAIZA LENAY KE FAWAYED

• Jab aap ko ye maloom hoga ke aap ki kon kon si sargarmiyan hain aur aap apna 

waqt kahan guzaartay hain, tou aap ko apni sargarmiyon ko tarteeb denay aur waqt 

ko manage (munazzam) karnay main asaani ho gi. 

• Aap aik munazzam atreeqay se apna waqt guzarengay aur apnay rujhanaat se 

behtar taur par waaqif hongay.

• Aap ko maloom ho jaye ga ke aap ke zyada tar waqt zaroori kaamon main sarf 

horaha hi ya ghayr zaroori aur bekaar cheezom main.

• Aap ko apnay sab se zyada energetic (fa’aal) aur active time slots ka pata chalay 

ga.





Amreeki maa ke liye time management chart (pooray aik [1] haftay ka)

Note:

Ye sirf bataur misaal dikhaya gaya hai 

ke aap mukhtalif sargarmiyon ke hisaab 

se apnay waqt ko kaisay record kar 

saktay hain aur kaisay us ka tajziya kar 

saktay hain.





Sargarmiyon ke tajziye ki aik (1) misaal



Ehem tips!

• Apnay heavy duty [bhaari zimedaari walay] kaam sab se energetic slots main karein.

• Ghayr zaroori, fuzool mutaalbaat aur cheezon ko khatam karein.

• Multitasking [aik waqt main kai kaam] se gurez karein aur har kaam ko poori tawajjah ke 

saath karein.

• Apnay kaamon ko aik saath aik hi waqt main mukammal karein. Misaal ke taur par: kisi 

kaam ke liye aik ghanta poori tarah bethain aur beech main 5 ya 10 minute ka waqfa lain. 

Aisa na karein ke 10-15 minute kaam kia aur phir adhoora chorh dia.

• Kaam kartay waqt bohut zyada waqfay lenay se gurez karein.



HOMEWORK

• Apnay waqt ka tajziya karnay ke liye Excel file ya 

Word file banayein.

• Apni ehem sargarmiyan likhain aur kam az kam aik 

(1) haftay ke liye apnay waqt ka jaaiza lain.



YAAD KARNAY KE LIYE DUA’AIN

سَهْلاَّ شِئْتَّ إذَا الحزَْنَّ تََْعَلَُّ وأنْتَّ ،سَهْلاَّ جَعَلْتَهَُّ مَا إلََّّ سَهْلََّ لََّ اللَّهُمََّّ
Ay Allah! Koi kaam asaan nahi magar jise tu asaan kar de aur jab 

tu chaahta hai mushkil ko asaan kar deta hai.

[Ibn Hibban 327, Ibn as Sunni 351]

رَّْ[ َّيَسِ  رَّْوََّلََّرَبِ  سْتَعِيَّْنََّوََّبِكَّبِِلَْْيَِّْْوََّتَِ مَّْتُ عَسِ 
Ay meray Rabb (us cheez ko) asaan karma, usay mushkil ne 

farmaana, us ki takmeel bakhair-o-khoobi farma, aur hum tujh hi 

se madad maangtay hain.”
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