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Tips for Time Management

Time management is about self-discipline and altering your working style so that time available to you becomes your best asset, not your worst enemy.  
A time management system consists of 3 important components:

1. Help you meet your goals

2. Help you identify where you spend your time

3. Help you utilize your time more effectively and productively

Students who manage their time:

1. Get the most out of their personal, social and academic life

2. Have more free time available to them which enables them to participate in activities that are important

3. Lead a more fulfilling and balanced life

4. Meet deadlines and control their attitude toward due dates

5. Avoid frustration and stress that accompanies waiting until the last minute

6. Perform better because they are well prepared

7. Have peace of mind

Where to start?

1. Make a list of tasks you need to accomplish

2. Mark tasks completed on time, those completed late, and those incomplete

3. Keep a time log and jot down entries as you do things – don’t wait until later
4. Evaluate your results with the following questions:  
a) Did I meet all my deadlines?

b) Was I rushed for time to complete important tasks?

c) At what time of day was I most productive?  Least productive?

d) Did major distractions keep me from accomplishing my goals?

e) Did I complete all the tasks I needed to?

What next?

The essence of time management is:

1. Plan what you do

2. Do what you plan

3. Check what you plan and do
