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TIME 

AND 

TASK MANAGEMENT TIPS
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1.
Spend Time Planning and Organizing. 

· Figure out where your time goes.  24 hours in a day, 168 hours in a week.  One of the first places to start is to understand where time goes.  What are the weekly commitments, [image: image1.wmf]obligations and daily life activities that take time?  Class, job, eating, dressing, commuting, studying, socializing all have a place.  How much of a place do these activities have?

· Envision your day and week.  What do you have ahead of you?  Where are the open times?  Where are the days that are back to back with classes and commitments? 

· [image: image13.wmf]Organize yourself in a way that makes sense to you. If you need color and pictures, use a lot on your calendar or planning book. Some people need to have papers filed away; others get their creative energy from their piles. So forget the "shoulds" and organize your way. 

2.
Maintain a To Do List.

· If you know what you have to do, you are more likely to complete the task.  In whatever way works for you, keep track of what you have to do.

· Estimate how much time is needed for each item and consider how larger tasks can be broken down into smaller pieces.

· [image: image14.wmf]Figure out if there are things to be done first, for example, if you have to do laundry, do you have laundry detergent?  Do you have the means to purchase the detergent?

3. Prioritize.   

· [image: image15.wmf]Use an A-B-C rating system for items on your "to do" lists with A items being highest priority or use another way to prioritize that helps you note which tasks are most important.

· Prioritize by color, number or letter — whichever method makes the most sense to you. 

· Consider the relative importance of items:  Time spent to raise a D in Chemistry to C, may make more sense than equal time to raise a B to a B+ in another class.

· Eliminate your urgent tasks first so that you have time and attention for other issues.  
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4. Find the Right Time.

· You'll work more efficiently if you figure out when you do your best work. Are you a "morning person," a "night owl," or a late afternoon "whiz?" If your brain handles math better in the afternoon, don't wait to do it until late at night.
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5.
Set Goals.

· Goals give your life, and the way you spend your time, direction. Set goals that are specific, measurable, realistic and achievable. Your optimum goals are those that cause you to "stretch" but not "break" as you strive for achievement. 

[image: image10.wmf]Keep things in perspective.  Setting goals that are unrealistic sets you up for failure. While it's good to set high goals, be sure not to overdo it. Set goals that are difficult yet reachable.

6.
Have a Vision (why are you doing all of this?)

· Don't forget the "big picture" - why are you doing the task?  Is it important to your long-term personal goals? 

· Have and follow a personal mission statement (personal and career). Are your activities ultimately helping you achieve your goals?

· Know what is important to you. (What do you value most?) 

· Have a positive attitude! 

7.
Multi-task and Use Spare Minutes    Wisely.
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· Get some reading done or make necessary phone calls in between classes, bring homework with you when you go to appointments so if the person runs late you can pull out something to do.  Doing laundry?  Bring some reading with you while you wait.  

8.
It’s Okay to Say "No." 

· If your boss asks you to work on a Thursday night and you have a final exam the next morning, realize that it's okay to say no. Keep your short and long-term priorities in mind.

· Making a commitment that you know you might not be able to keep is not fair to others involved.  On the other hand, recognizing that you are over-committed and giving others the chance to find someone else to help is a mature approach.  

9.
Reward Yourself. 
· Even for small successes, celebrate achievement of goals. Promise yourself a reward for completing each task, or finishing the total job. Then keep your promise to yourself and indulge in your reward. Doing so will help you maintain the necessary balance in life between work and play. 
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10.
Seek Help.

· There are numerous resource people who can help you examine ways to manage your time.  You can visit with a Peer Tutor or professional staff member from Academic Support Services or the Career and Counseling Center.  Call for an appointment.
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TIME AND TASK MANAGEMENT TIPS

Collected and developed by Denise L. Davidson

1. Put things in the same place, so you can find them.

2. Purchase and use an answering machine or use voice mail.  (Keep your announcement brief so you don’t use too much of your caller’s time.)

3. Check out what’s available at office supply stores - - there’s lots of neat stuff to help you organize.

4. Prioritize!  Some things take more time, but are more important so you need to spend some time on them each day.

5. Become aware of your high and low energy times and plan with these in mind.

6. Consider:  1 at 100 versus 2 at 90.  Ask yourself if you can complete two projects to 90% in the same time that you can complete one at 100%. 

7. Keep in mind that your “clock” and “calendar” may be different from others (ie, college breaks, federal holidays, etc.)

8. Work with others to set deadlines that are achievable for all involved.

9. Ask for input - - maybe there’s a better way to do it.

10. Use campus resources:  Academic Support Services staff, other peer tutors and student leaders, career and counseling center, student affairs staff.  

11. Purchase and use a calendar, date book, or appointment book.

12. Wear a watch.

13. Choose slow times to do usual tasks (ie, laundry, phone calls, office visits).

14. Avoid lunch time for office visits, or all ahead.  While the office may be open, the person you want may be at lunch.

15. Leave a complete message:  name, number, why you called and when you will be home.

16. Set phone appointments with people who are difficult to reach.

17. Handle paper only once.

18. Set and keep appointments.  If you need to reschedule, give as much notice as possible.

19. Run errands in a logical order.

20. Prioritize tasks each day, at least once.

21. Use a To Do list.

22. Delegate!

23. Follow up on who and what you delegated.

24. Ask for help!  There is no shame in knowing your limits.

25. Ask for reasonable extensions as soon as you can.

26. Sometimes the best way to concentrate is to do something else for a period of time and come back to your task when you are refreshed and can focus.

27. Avoid distractions.  Find a space/place that helps you instead of hindering.

28. Use a filing system.

29. Have a workspace that is effective for you.

30. Set aside planning time, study time, fun time.

31. Reduce commitments as needed.  Learn to say no without feeling guilty.  Taking on a commitment that you can’t manage is not fair to anyone involved.

32. Use waiting time.  Make a few quick phone calls, complete paperwork, proofread a paper.

33. Notice how others use (and sometimes abuse!) your time.  

34. Set deadlines and see them as exactly that, but remember you can ask for help in advance.  Negotiation is a skill.

35. There are 168 hours in a week.  How do you use them?

36. Get off the phone.

37. Be on time and reward others for doing the same.

38. Eliminate or severely limit your use of items that waste your time:  video games, TV, movies.  

39. Use technology:  computer, fax, e-mail, the calendar program in Groupwise.  Check your snail mail and e-mail at least once a day.

40. Ask yourself:  Is this brain surgery?  Reorient yourself to the relative importance of the tasks on your To Do list.

