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This project which is carried out by Istanbul Gelisim University is being implemented within the ENHANCER Project,
funded by the European Union and conducted by the International Centre for Migration Policy Development (ICMPD) in
coordination with the Directorate General of Development Agencies under the Ministry of Industry and Technology of the
Republic of Turkiye.

B crai
i
‘\% i




STRES VE ZAMAN YONETIMi

Stres, bireyin fizik ve sosyal gevredeki uyumsuz kosullar nedeniyle, bedensel ve psikolojik sinirlarinin 6tesinde
harcadigi gayrettir”.

Stres, bireyler lizerinde etki yapan ve onlarin davranislarini, baska insanlarla iligkilerini etkileyen bir kavramdir.
Stres, durup dururken ya da kendiliginden olusan bir durum degildir. Stresin olusmasi i¢in insanin iginde
bulundugu ya da hayatini stirdiirdiigii ortam ve gevrede meydana gelen degisimlerin insani etkilemesi gerekir.
Stresin olugsmasi igin ortamdan etkilenen bireyin viicudundaki 6zel biyo-kimyasal degismelerin olusmasiyla
bireyin viicut sisteminin harekete gegmesi gereklidir.

Stres Sirasinda insan Yapisinda Meydana Gelen Degisiklikler: Genel Uyum Sendromu

Selye, bedenin stresli durumlarda verdigi Gi¢ agsamali tepkiyi ,Genel Uyum Sendromu” olarak adlandirmistir.
Bunlar alarm tepkisi, direnme ve tiilkenme agsamalaridir:

Alarm Asamasi: Birey bir stres kaynadi ile karsilastiginda, sempatik sinir sisteminin etkin hale gelmesi nedeniyle
beden savas ya da kag tepkisi” gosterir. Bu durum kalp atiglarinin hizlanmasi, tansiyonun yiikselmesi, solunumun
hizlanmasi ve ani adrenalin salgilanmasi bigiminde gelisir.

Direnme Asamasi: Alarm asamasini, ,uyum ya da direnme asamasi” izler. Stres kaynagina uyum saglanirsa her
sey normale doner. Direnme asamasinda birey, strese karsi koymak igin elinden gelen tiim gayreti ortaya koyar
ve stresli bir insanin davraniglarini géstermektedir.

Tlukenme Asamasi: Eger stres kaynagi ile basa gikilamaz ve uyum saglanamaz ise, fiziksel kaynaklar kullanilamaz
ve tiikenme agsamasina gegilir. Kisi tikenmistir ve stres kaynagi hala mevcuttur. Bu agsamada uzun siireli stres
kaynaklari ile miicadele edilemez ve kisi bagka stres kaynaklarinin etkilerine de agik hale gelir.

Stresin Belirtileri

1. Fiziksel: Artan kalp atis hizi, bas agnisi, karin agrilar, kas gerginligi.

2. Duygusal: Huzursuzluk, hiisran, yalnizlk, karamsarlik.

3. Davramigsal: Sagliksiz beslenme, uyusturucu kullanimi, tirnak yemek, istah kaybi.

4. Biligsel: Diisiik konsantrasyon, ifade zorlugu, hafiza sorunu, endiseli diistinceler.

Stres Yonetimi: Stresle basa ¢ikmak ve yasam kalitesini artirmak amaciyla, durumu ya da duruma verilen
tepkileri degistirmeye stres yonetimi denir. Bireysel olarak stresle basa ¢gikmada, bedensel hareketler (egzersiz),
solunum egzersizi, meditasyon, biyo feedback (biyolojik doniit), gevseme (relaxation), beslenme ve diyet,
toplumsal destek alma, sosyal, kiiltiirel ve sportif etkinliklere katilma, masaj, dua ve ibadet,olumlu hayal kurma,
zaman yonetimi gibi teknikler kullanilabilir.

Zaman Yonetimi: Zaman, her meslekten bireyler lizerine baski yapan evrensel bir kaynaktir. Zaman yonetimi,
zihinde olusan planlann giinliik yasama dokiilerek giin ve giin gergeklestirilebilmesidir. Zaman yodnetiminde
temel diistince glintin her kugiik diliminin daha iyi planlanmasi ile bir glinden maksimum verim saglanmasidir.
Zamanin etkin kullaniimasinda 4 agamaya dikkat edilmelidir.

1. Asama: Yapilacaklarin listesi. Yapilacaklarin unutulmamasi igin yapilan listedir.

2. Asama: Takvimlime. Yapilacak isleri zaman sirasina koyma isidir.

3. Asama: Onceliklerin belirlenmesi. Yapilacak islerin 8nemine gére éncelik taninmasi.

4. Asama: Zamani yonetmeyi degil, yasamimizi yonetmeyi odak aldigimiz zaman ortaya ¢ikar. Bu asama,
zamana ve Uriinlere yonelmek yerine kisilere ve etkili olmaya yoneliktir. Kisaca Uretim ve (retim kapasitesi
dengesi lizerinde durur.



STRES VE ZAMAN YONETIMi

Zaman Yonetim Teknikleri
Zaman yonetimi noktasinda oldukga fazla teknik bulunmasina karsin en gok kullanilan 3 teknik agagidaki gibidir:

1. Pomodora Teknigi: Bu yontemde, herhangi bir zamanlayiciyr 25 dakikaya ayarladiktan sonra calismaya
baslaniyor. Belirlenen 25 dakikanin sona ermesiyle 5 dakikalik kisa bir mola yer veriliyor. Toplamda harcanan bu
30 dakikalik stireye T Pomodoro deniyor. Yapilacak isin yogunluguna gore arka arkaya 4 Pomodoro yapilabiliyor.
Her 4 Pomodoro sonrasinda ise 20-30 dakikalik daha uzun bir mola verilmesi éneriliyor.

2. Kanban Teknigi:

ik olarak “Yapilacaklar” baghgi olusturuluyor ve altina maddeler halinde yapilacak isler siralaniyor.

ikinci bdliimde, su an yapmakta oldugunuz isler “Yapiyor Olduklarim” bashgi altinda maddeler halinde yaziliyor.
Daha 6nce “Yapilacaklar” boliimiinde yer alan ve su an yapilmaya baslanan isler de bu baslik altina kaydediliyor.
Son baslik ise bitirilen islerin toplandigi boltim. “Yapiyor Olduklarim” bélimiindeki isler bitirildiginde bu bashk
altina yaziliyor. Buradaki amag; bitirilmis isleri gérmemizi saglayarak, diger islerin bitirilmesi igin bizi motive
etmek.

3. Eisenhower Matrisi: Eisenhower Matrisi, yapilmasi gereken isleri “Acil”, “Acil degil” ve “Onemli”, “Onemli degil”
seklinde 4 kisima ayiriyor. Bir baska deyisle, yapilmasi gereken isler 6nceliklerine gore siralandiriliyor.

Acil Acil degil
I [}
Krizler Hazirik yapma
- Goziim bekleyen sorunlar Onlem alma
E Belli bir siirede tamamlanmasi gereken projeler, Degerlerin belirlenmesi
2 toplanti ve haziriklar Planlama
O liski kurma
Kendini yenileme
Giiglendirme
mn Y
- Amacsiz telefon goriismeleri, ziyaretler Ivir zvir igler
‘A Bazi mektuplar, bazi raporlar Baz telefonlar
5 Hemen yapilmasi gereken bazi igler Zamani bosa harcayan igler
:5 Popiiler etkinlikler “Kagis” etkinlikleri
ligisiz yazismalar
- Asin TV izleme

STRESS AND TIME MANAGEMENT

Stress is an individual's effort beyond the individual’s physical and psychological limits due to incompatible
conditions in the physical and social environment. Stress is a concept that affects individuals and their
behavior and affects their relationships with other people. Stress is not a situation that comes out of the blue or
spontaneously. In order for stress to occur, changes in the environment where the individual lives have to affect
the individual. For formation of the stress response, the individual's body activates biochemical changes that
can lead to distress.

Changes in Individuals During Stress: General Adaptation Syndrome

Selye called the body's three-stage response to stressful situations the ,General Adjustment Syndrome”. These
are the 1. alarm reaction stage, 2. resistance stage, and 3. exhaustion stage.

Alarm Reaction Stage: When an individual encounters a source of stress, the body displays a ,fight or flight
response” due to the activation of the sympathetic nervous system. This condition develops in the form of an
increased heart rate, an increase in blood pressure, an acceleration of respiration, and adrenaline rush.



Resistance Stage: “Adaptation or Resistance Stage” follows Alarm Reaction Stage. If the source of stress is
adjusted, everything returns to its normal state. During the resistance stage, the individual does his/her best
effort to resist stress and the individual shows the behavior of a stressed person.

Exhaustion Stage: If the source of stress is not adjusted and adaptation is not achieved, the physical resources
activated will not relieve the stress and the exhaustion stage begins. During this stage, the individual is
exhausted and the source of stress still exists. In this stage, the individual struggles with the long-term sources
of stress and can be easily influenced by other stressors.

The symptoms of stress

1. Physical: Increased heart rate, headache, abdominal pain, muscle tension.

2. Emotional: Discomfort, disappoinment, loneliness, pessimism.

3. Behavioral: Unhealthy eating habits, using drugs, biting nails, loss of appetite.
4. Cognitive: Low concentration, hard to express oneself, forgetfulness, anxiety.

Stress Management:

Changing the situation or changing reactions to the situation in order to increase life quality and cope with
stress is called stress management. Techniques such as bodily movements (exercise), breathing exercises,
meditation, biofeedback, relaxation, nutrition and diet, getting social support, participation in social, cultural
and sportive activities, massage, prayer and worship, positive dreaming, time management can be used to deal
with stressors.

Time Management:

Time is a universal resource that pressures individuals from all professions.

Time management is an actualization of the plans formed in the mind and spreads into ones plans and daily life.
The main idea of time management is to provide maximum efficiency in a day by better planning every small
slice of the day.

4 stages should be considered in the effective use of the time:

The 1st Stage: The to-do list. It is a list that is created for preventing forgotten things.and

The 2nd Stage: Creating a calendar. It is the task of putting things in a timely order.

The 3rd Stage: Setting priorities. Giving priority according to the importance of the work to be done.

The 4th Stage: Occurs when we focus on managing our lives, not managing time. This stage is directed to the
individuals and being effective instead of directing at the time and products. Briefly, it focuses on the production
and balance of the production capacity.

Time Management Techniques

Although there are many techniques about the time management, the 3 most used techniques are as follows:
1. Pomodoro Technique: In this technique, working starts after setting a timer to 25 minutes. At the end of the
specified 25 minutes, there is a short break of 5 minutes. This total time spent 30 minutes is called 1 Pomodoro.
Depending on the intensity of the work to be done, 4 Pomodoros can be made in a row. It is suggested that taking
longer breaks, which is 20-30 minutes, after every 4 Pomodoro.



2. Kanban (Japanese for sign) Board Technique:

« First, the “To Do”" title is created and the tasks to be done are listed under it.

In the second part, the tasks you are currently doing are listed under the title “What | Have Been Doing”. Tasks
previously included in the ,To Do” title and currently being done are also recorded under this title.

* The last title is the section where the completed tasks are collected. When the tasks in the ,What I'm Doing”
section is completed, it is written under this title. The purpose is that motivates us to finish other tasks by
enabling us to see the completed tasks.

3. Eisenhower Matrix: Eisenhower Matrix divides to-do tasks into 4 sections as “Urgent”, “Not Urgent” and

“Important”, “Not Important”. In other words, the tasks that need to be done are organized according to their
priorities.

Urgent Not Urgent
| I
Crisis Preparation
€ Problems that are waiting for solution Taking precaution
% Projects,meetings and preparations that Determination of the values
a need to be completed in a certain time Contraction
£ Self-Renewal
Strentghening
] \%
Pointless telephone calls,visits Trivial chores
% Some letters,some reports Some telephone calls
‘g Some chores that need to be done right The chores that waste time
CEl away “Escape” Activities
bt Popular activities Irrelevant correspondences
3 Excessively watching TV
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