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       Time management 


1.HI, my name is Vlad and today I will be your coach thank you for taking the time to discuss time management today. To start, can you briefly describe your current situation and how you're struggling with managing your time? Could you give a specific example of a recent day when things felt particularly challenging?
2. So, you are balancing family, work, and studies, and it sounds like the current approach to planning is not effective. Could you clarify what you ideally like to achieve with better time management? What would a good day or week look like for you?
3. Let’s explore some of the obstacles that are getting in your way. You mentioned trying to use a calendar but not sticking to it. Can you pinpoint why the calendar plan did not work? Was it about motivation, unexpected events, or maybe the plan was too ambitious?
4. Let’s now focus on a practical approach. Here’s an idea: Instead of overloading your calendar, how about creating a flexible schedule? You can block time for specific activities but leave buffer space for unexpected events or rest. You might also want to prioritize tasks based on their urgency and importance. Does that sound like something you will be open to trying?
5. Another suggestion is to break larger tasks into smaller ones. For instance, instead of setting aside three hours for studying, try doing shorter study sessions—maybe 30 to 45 minutes at a time, spread across the week. This way, you avoid burnout, and it’s easier to manage around your family and work responsibilities.
6. Consider tracking your time for a week to see where it is going. This will give you more insights into how much time you are spending on each activity, so you can adjust properly.
7. To summarize, the approach we will take is to create a more flexible schedule with realistic time blocks, break larger tasks into smaller chunks, and track your time over the next week. Does that sound good?
8. When would you like to check in next to review how it is going? Would a week from now work, or would you prefer something sooner or later?








