
Personal Time Management 
and Organisation

How to get things done



Work SMART



TIME	 MONDAY	 TUESDAY	 WEDNESDAY	 THURSDAY	 FRIDAY	 SATURDAY	 SUNDAY	
8-9	 	 	 	 	 	 	 	
9-10	 	 	 	 	 	 	 	
10-11	 	 	 	 	 	 	 	
11-12	 	 	 	 	 	 	 	
12-1	 	 	 	 	 	 	 	
1-2	 	 	 	 	 	 	 	
2-3	 	 	 	 	 	 	 	
3-4	 	 	 	 	 	 	 	
4-5	 	 	 	 	 	 	 	
5-6	 	 	 	 	 	 	 	
6-7	 	 	 	 	 	 	 	
7-8	 	 	 	 	 	 	 	
8-9	 	 	 	 	 	 	 	
9-10	 	 	 	 	 	 	 	
10-11	 	 	 	 	 	 	 	
11-12	 	 	 	 	 	 	 	
	

ACE	

GRADUATE	PORTFOLIO	

PROFESSIONAL	PROMOTION/EXHIBITION	

DISSERTATION	

JOB/COMMITMENTS	

PERSONAL	WELLBEING	


