Time Management

Many of our students tell us that they simply just don’t have enough time. Everyone
has the same amount of time: 24 hours a day, 168 hours per week; yet some students
get so much more accomplished. The following ten time management tips are often
helpful.

Time Management

Main Points Constructing a Weekly Calendar

1 List all fixed commitments first: Examples include
classes, meals, meetings, work hours, (uloring sessions,

e for maximum

hrough careful 2 Study as soon after a lecture class as possible: Une hour

spent soen after elass will provide as much benefit as
several hours studying a few davs later.

3 Schedule time for studying: Academically successful
students typically study 2-3 hours for every hour they
spend in class,

4 Use odd hours during the day for studving: Tdentify

blocks of free time and time spent wailing. Establishing
habits for using them for studying will result in free time
for recreation of other times during the week.,

5 Study at a regular time and in a regolar place:

Knowing what you are going to study and when saves a
lot of time in making decisions and retracing volir steps to
el necessary materials.,

Look for ways to group activities: Schedule these in
blocks of free time!

Flan to complete activities before the due date: Allow
for unexpected delays.

Schedule regular breaks: Yes, you get to have fun!

imporiant deadlines.

Pay attention to vour time: Nolice how others misuse
your time and avoid them or ask to see them later. Try to
agree with living mates about study time,
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l U Learn to say NO: Decide of vou need o drop one or
maore of your activities or classes, This will depend on
vour personal goals, priorities, and level of energy,




