Time Management

5 Tips You Can Start Using NOW!


College forces us to adapt to new demands on our time. In high school, most students who excel are able to complete all of the work and do it well. As a college student, there is not only more work but also much less structure. You are expected to be self-motivated and self-monitoring. Suddenly there is not enough time to get everything done in the way that you would like.
The first step in managing your time is figuring out your fixed time – those activities that must happen and that are at set times in the day.

Hours of sleep each week

__________

Hours in class each week

__________

Hours at job each week

__________

The next step is figuring out your flexible time – those activities that must happen but are flexible as to when they can happen.


Hours studying each week

__________
     (plan 2 hours of study for each 1 hour of class)


Hours in club meetings

__________


Total laundry/cleaning/errand time
__________


Total meal/cooking time

__________


Hours exercising each week

__________


Other commitments


__________

Now add up the totals



__________

  and subtract from total weekly hours: 168- __________   = ____________

The remaining hours are the hours you have to spend as you wish. It can be time for relaxation, emails, phone calls, or time for additional studying or club activities.

There’s a lot to time management, and most of us will continue to adapt how we work throughout our lives. If you are feeling like there are never enough hours in the day, try out these strategies to start figuring out what works best for you.
1. Use a BIG 3 List:

Tonight before you go to sleep, identify your three biggest priorities for tomorrow. Tomorrow, keep working on that list until it’s done.

2. Start by Studying the Hardest Subject First:

Most of the time, we start with tasks that are easier or more fun and leave the hard stuff for last. The problem is that by the time we reach the hard stuff, we are exhausted and can’t give it our entire effort. Start with the task that worries you the most – you will get more done and feel better about your efforts.

3. Place a “Do Not Disturb” Sign on your Door:

Give yourself the opportunity to study without interruptions. If people still knock, tell them when you will be done. Turn off all automatic electronic updates (new email, voicemail, Facebook message, etc.) to help reduce distractions.
4. Use Small Blocks of Study Time:

You will learn more by studying regularly in small blocks of 1-2 hours than if you studied for a marathon 8-10 hours. Build in regular reviews of material to move information from your short term memory to your long term memory.

5. Sleep, sleep, sleep:

Aim for 8 hours, but don’t settle for less than six. Harvard University did a test where students were forced to learn a large amount of material in a 24-hour period. The students who pulled all-nighters did worse than the students who got a good block of sleep.

(6. Struggling with procrastination? There are many reasons for procrastination and ways to deal with it - check out the additional resources on this WEB page.)

Adapted from www.gmu.personal/time.html


