Time management, SMART objectives

· 
Time Management EK PPT
· Goals, Aims and Objectives GJ PPT
A short powerpoint helping to explain what these are and why they are important
· Dave Crenshaw - Time Management expert  Dave Crenshaw - Wikipedia
If you have lynda.com access, look for his series of tutorials on hints and tips on managing your time - especially if you suffer from some form of ADHD - which Dave himself had to overcome!
If you don't have Lynda.com access, there are a number of videos on youtube etc with clips or even whole talks by him which you can seek out in your research.
· Time management video - Amy Landino  TIME MANAGEMENT TIPS (THAT ACTUALLY WORK) - YouTube
A Youtube video maker with some good information on time management - check out other relevant content on her channel.
· Amy showing how to use 'blocking' on your calendar  GET MORE DONE WITH CALENDAR BLOCKING - YouTube
· Assignment Submission Schedule Word Doc
· DO AT HOME Activity 4: Download and update the 'Assignment Submission schedule' with hand-in, start and finish dates. Upload this to your 'Assignments' folder online.
· Assignment Action Plan - Example-1 Word Doc
· Assessment Action Plan – Blank Word Doc
An example of how you might plan execution of an assignment
· Exam Revision Schedule Timetable & Tips  3 Ways to Make a Revision Timetable - wikiHow
· DO AT HOME Activity 5:  Download an 'Assignment Action plan' and create an Action plan for one of your Assignments. Start by listing the tasks that you need to complete from the Assignment specification.
· Tip: You can use a word document or a Wall calendar or an App (search Student Apps or simple calendar) to be organised, the important thing is to take the initiative to achieve 'your' goals.
· Updated Gantt chart in excel document Word Doc

There are many ways of making a Gantt chart. There is even some dedicated software available in some of the labs. However here is some information on how to create one using excel.


