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TIME 

An Equal Opportunity 
Resource 
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Time is a Resource 

  Everyone has the same number of hours in a week 
  168 hours 

  Time cannot be saved for another day 
  It’s elusive and easy to ignore—when you’re out of it, you’re out  

  Time is not a renewable resource 
  You can stock pile other resources, such as money, but with time, 

when the minute is gone, it’s gone. 

  Time passes at varying speeds 
  It crawls and sometimes it’s faster than a speeding bullet 



+
Time Management: 
Is it Restriction & Control or Do You Have Enough? 

  Developing time management skills is a journey 
  Requires practice and guidance along the way 

  Be aware 
  Monitor how you use your time 

  How much time do you spend per day… 
  sleeping 
  eating 
  studying 
  attending class 
  traveling to and from class 
  working 
  watching television 
  listening to music 
  texting friends 
  surfing the internet 
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Strategies On Using Time 
  Manage your technology 

  Surf with purpose—know what you’re looking for 
  Check e-mails at specific times—avoid interruptions and distractions 
  Use texting or IM-ing sparingly—shifting mental gears adds up 

  Be aware of your best time of day to study 
  Daylight or Dark? 

  Schedule your study time at the optimum time of day for YOU 

  Learn to say, “No” or “Later" 
  This is a timesaver and a valuable life skill 

  Others want you to succeed, most people will understand 

  Study difficult (or “boring”) subjects first 
  Trick yourself into getting started 

  For a long reading assignment, tell yourself you’ll start by 
skimming 

  Difficult subjects often require the most creative energy 
  With the difficult or boring chore out of the way, the rest of your day 

may be enjoyable 
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Strategies to Get Started: 
The longest journey starts with a single step. 

  Create blocks for study time and breaks 
  Usually 50 minutes to an hour (adjust as necessary) 

  Break – have a snack, relax, re-energize yourself 

  Chose activities you can leave so you can return to your studies 

  Prioritize assignments 
  Make it a habit of doing the most difficult subject or task first 

  Consider due dates and amount of work required  

  Create a dedicated study space 
  Free from distraction 

  Have a back-up space to escape to; a place where you can be 
anonymous 

  Maximize your concentration  



+ More Strategies to Consider 
  Identify resources to help you 

  What tools will you need to get the job done? 

  Professors, tutors,  an “expert  

 friend”, the internet,  “keyword”  

 searches, specialist in the library 

  Achieve stage one — Launch the Project 
①  Create a draft 

②  Make adjustments for things you didn’t consider 

  Assignment details are not always evident 

③  Build in review time 
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Greatest Enemy of Time: 
Procrastination 

  What’s the cost? 
  GPA 

  Graduation 

  Loss of tuition monies 

  Preventing you from reaching your goal 

  How to            
  Make a choice 

  Be focused on the immediate task and build up from there 

  Develop a plan—make it realistic 

  Create a “To Do” list 

  Involve friends, roommates, “pals” 

  Acknowledge false starts and mistakes as learning experiences 

  Build in rewards 
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The “To Do” List 
  Itemize steps in terms of importance & priority 

  Why do you want to do this? 
  Identify your motivation? 

  Negative motivation 

  Re-phrase and re-work it until it is positive 

  Create a timeline for completing tasks 
  Chunk assignments—break them into manageable pieces 

  Post reminders in obvious places 

!This won’t help if you ignore it!"
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A Planner: 
Daily, Weekly or Month-at-a-Glance 
  Record your obligations  

  Classes 
  Meetings 
  Appointments 

  Build in “guilt free” relaxation 

  Check what’s ahead for you 
  Organization can save you a lot of time 

  The night before… 
  Pack your backpack 
  .00000000000000000 
  Get your materials together 
     Don’t forget your “to do” list     "


