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Time Management … Cont’d







You must master your time rather than becoming a slave to the constant flow of events and demands on your time. And you must organize your life to achieve balance, harmony, and inner peace.


Brian Tracy - Motivational Coach and Author
With good time management skills you are in control of your time and your life, of your stress and energy levels. You make progress at work. You are able to maintain balance between your work, personal, and family lives.  All time management skills are learnable.

Well-developed student time management skills are a foundation of good study habits.

Here's something to think about: Various published resources and informal studies report that, in Canada and the United States, fully half of the 168 hours available in a week (that is, on average 84 of those hours) are used up for the "basics", including sleeping, eating, washing and beautifying, and commuting from home to school and to work. (Robinson and Godbey, 1997) How do your own numbers compare? How will you spend the remaining 84 hours per week?

The Six Principles

1.
Create a daily “To Do” list

 A written to do list is a simple technique that can increase your productivity by 20 percent or more, if you don't use it already. It also has extra benefits of clearing your mind and saving you energy and stress. 

Try to spend 5-10 minutes each day on planning your activities with a daily to do list. Start your day with it. Or even better, every evening write a plan for the next day, listing your daily things to do. It is important that you actually write your tasks. 

Some people are more comfortable doing it on paper, while others prefer using a computer.

2.
Set priorities, i.e. A, B, C...

After you've listed all your tasks, review your to do list and decide on the priority of each task. Give higher priority to the tasks that get you closer to your goals. 

A proven simple technique is an ABC rating of your priorities. 

3.
ALWAYS do “A’s” first

Mark the tasks on your to do list with "A's" if they are critical for your goals and simply must be done that day (or else you face serious consequences). 

"B's" are less urgent but still important tasks that you should start right after you are done with "A's". "C's" are "nice to do" things that you could do if you have any time left after "A's" and "C's". Those tasks can be safely moved to another day.

4.
Handle each piece of paper only once

It will help you manage your time well if you know where your time actually gets spent. One very helpful way of determining your actual usage of time is to track your time. The process here is like making a schedule, but it works in reverse. Instead of writing things in that you are planning to do, time logging is a process of writing down the things that you have already done. Doing this is sort of a get-to-know-yourself exercise because this procedure will highlight many of your habits that you might selectively ignore currently. For instance, some people find that every time they plan to do math homework they end up watching television. Other people just can't seem to follow their schedule until the week before finals. Whatever your time habits, time tracking will help you adjust and fine-tune your time management practices. Having accurate information about your time usage patterns can serve as another important point of reference for self-monitoring. A few ways to track your time follow: 

1.  Time Tracking is fairly straightforward. At the end of every hour jot yourself a quick note about how you actually spent your time for that hour. The note needn't be long; one sentence or less should suffice. If how you spent your time doesn't match an already planned activity, simply enter a comment as to what you really did during that time. This way you will be able to review patterns that emerge in your use of time and make adjustments to improve your productivity. 

2.  Some people find it helpful to modify the planning page to facilitate tracking time. The modifications are easy enough: make two columns on your paper for each day of the week. In one column, write down the plan you are trying to follow; in the second column, make notes on what you actually did with your time. The side-by-side comparison is very telling and an excellent way to figure our where you're not using time in the way you intend. 

3.  Another effective way to make changes and get results from your time management strategies is to summarize your time use by time category such as: sleep, study, work, travel and so on. Before doing the summary, estimate the amount of time that you think you spend on the various activities. Then log your time for one week on an hour by hour basis. When the week is over, summarize your time by category for each day, add up the values for all seven days of the week, and record the totals.

Summarizing your time use allows you to understand how much time you really spend in the various areas of your life. However you choose to understand the differences between your expected use of time and your actual use of time, your focus should be on trying to detect and adjust patterns in your own real use of time that spell trouble for you reaching your goals. 

5.
Do it NOW, do not put anything off till later

If you often see yourself in such low productivity situations, then there is a big chance that your life got under control of the procrastination habit. (refer to Eliminate Procrastination.doc)

6.
What is the best use of my time right now?

As a student, there are some basic Principles of Time Management that you can apply. 

1. Identify "Best Time" for Studying: Everyone has high and low periods of attention and concentration. Are you a "morning person" or a "night person". Use your power times to study; use the down times for routines such as laundry and errands.

2. Study Difficult Subjects First: When you are fresh, you can process information more quickly and save time as a result. 

3. Use Distributed Learning and Practice: Study in shorter time blocks with short breaks between. This keeps you from getting fatigued and "wasting time." This type of studying is efficient because while you are taking a break, the brain is still processing the information. 

4. Make Sure the Surroundings are Conducive to Studying: This will allow you to reduce distractions which can "waste time." If there are times in the residence halls or your apartment when you know there will be noise and commotion, use that time for mindless tasks. 

5. Make Room for Entertainment and Relaxation: College is more than studying. You need to have a social life, yet, you need to have a balance in your life. 

6. Make Sure you Have Time to Sleep and Eat Properly: Sleep is often an activity (or lack of activity) that students use as their time management "bank." When they need a few extra hours for studying or socializing, they withdraw a few hours of sleep. Doing this makes the time they spend studying less effective because they will need a couple hours of clock time to get an hour of productive time. This is not a good way to manage yourself in relation to time. 

7. Try to combine activities: Use the "Twofer" concept. If you are spending time at the laundromat, bring your psychology notes to study. If you are waiting in line for tickets to the REM concert, bring your biology flashcards to memorize. 
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