Time Management

As a university student you will probably find that you need to make more careful and effective use of your time than ever before!

Some of you will be managing jobs, families, social life as well as finding time to study.

You are ultimately responsible for Planning and organising your work and therefore responsible for managing your own time.

Being at university offers a good opportunity for developing this skill as well as providing a new challenge.

You will have personal goals to achieve such as assignments, projects, exams, and leisure time!

 Not Enough Time
Do you become frustrated with a day that is unproductive?

Would you like to get more done in a day?



Most students fail because of poor time management
That’s just a fact

 Getting the assignments in on time
 To much reading
 Not enough time to prepare for exams

In other words there wasn’t enough time.

One thing we must realise is that time is our most precious possession.
Everything else we have can be replaced, except for time


  “One of the few things that cannot be recycled is time”
Sean Covey

If we have a house and it burns down, we can get another house.
If we have a car and we have an accident, we can get another car.
If we have a partner and we have problems, we can get another partner.

But time cannot be replaced. We have to make the most of the time we are given, both in the semester and in our lives.



  Time and Goals Image

Time Management is setting goals and organising time to achieve those goals.

  Time management and goal setting as inter-related, without goals to work towards we don’t have to managed our time, and without managing our time we won’t achieve any goals.

You have set yourself a goal, to get a degree or HND and the only way you are going to achieve that is to organise your time to complete everything that is asked of you.



 Activity
Fill in the table to summarise how you use your time in the average week



 Full Time Study
If you are studying full time, never loose sight that being a student is your full time job! 

And just as you would have to put in a certain amount of hours if you were employed, you have to put the same amount of effort when studying.

9am to 5pm = 8 hours
5 Days a Week = 40 hours

Between 6 and 8 Modules = 
	5 and 6.6 per module
Full Time Study
For Example

If you have 6 Modules, 6 hours per Module, APPD for 1 hour

Personal Study for 5 hours per week


 Activity:  Time-Wasters
The idea of time management has been in existence for more than 100 years.

The term “Time Management” creates a false impression of what we are able to do. 

Time cannot be managed, time is uncontrollable, we can only manage ourselves and our use of time. 

Time management is actually self management.

Make a list of those things that lead to you wasting your time 
e.g. not knowing what your objectives are

 Common Time Wasters
Interruptions – telephone, personal visitors – have you ever had one of those days when you thought your true calling was in Telemarketing? The telephone is our greatest communication but can be our biggest enemy.

Procrastination and indecision – The biggest thief of time, avoiding making decisions, and putting tasks off.

Attempting too much – Many people feel that they have to accomplish everything and don’t give themselves enough time to finish resulting in half finished projects and no feeling of achievement.

Inability to say “No” – The general rule is if people can dump their problems and work on your shoulders they will. The most stressed people around lack the skill to say NO for fear of upsetting people.

Unclear objectives and priorities – this is probably the biggest and most important time waster. Affecting us both personally and professionally, without clear goals and objective too much time gets spent on minor tasks.

Stress and fatigue – If you are stressed and tired you will need to spend a few hours just to achieve one effective hour.

Desk Management and Personal disorganisation – time spent looking for things that are misplaced is time lost.





 Prioritising
There is usually not sufficient time to achieve all your goals in a particular time frame. 

If this is the case, it is vital that you prioritise your goals. 

It is not the quantity of what you do, but the quality and value of it that is important. 
 
Plan everything out on a big piece of paper and tick off items as they are completed.

Prioritise using the following system:

 Show Image

Urgent + Important				DO IT NOW!
Urgent But NOT Important		Do it if you can
Important But NOT Urgent		Do it before it becomes Urgent
NOT Important + NOT Urgent		Don’t Do it


Make out a list with the most important things first. 

Identify which are your strongest and which are your weakest subjects.

Should you allocate equal time to each, or more to the weaker one? 

Possible dangers include avoiding giving time to topics you dislike or feel weak at, spending too much time on them you neglect areas that you are good at. 
Is the time you are spending on something equal to its importance? 

Build in breaks – a coffee, a walk around the block, watching the news. 

Reward yourself with a treat when you have achieved your target (or part of a target). 

Allow for unforeseen circumstances, e.g. a long queue at the library etc. And build in leeway. 

Make quick decisions about what action to take. 
Repeatedly picking up the same paper wastes time. 


 Setting Goals
When we set goals we have to think about what we are trying to achieve.


 Specific
I want to have a degree by the time I’m 25. This is not very specific, what degree do you want? If you don’t know what you want then how are you going to achieve it?

To make this more specific, I want to have a BSc Degree in Computer Networking by the time I am 25. Now you know exactly what it is you want to achieve. 


 Measurable
You must be able to judge your progress in some way. For example, I want to pass the exam with a good grade. Is that measurable, is it it like saying I want some sugar in my tea, how much sugar? 1 teaspoon or 4?? At the same time, what is a good grade, some say a 80% is a good grade, other just think a pass is good.
So a better goal is that you want to pass the exam with at least 75%. This is measurable and when you get your marks you can see if you have achieved your goal

 Attainable
This means we set goals that are within our power. Do we have the right tools to complete the job. We need to see what tools we need to complete out academic goals. If these resources like text books are not available then getting these become a high priority.



 Realistic
Are you being realistic in your goal. For instance if you have always struggled with math, then choosing a degree with a lot of math in it is not really a realistic goal. Find your strengths and set realistic goals according to what you know you can achieve.

 Time-Limited
Every goal must have a deadline, that clarifies the urgency for your goal. Having a goal to have an assignments finished by about 2 weeks, with lead to you not finishing your goal



 Principles
There are some basic time management principles you can use to assist you in your time to study.

 Identify "Best Time" for Studying

 Study Difficult Subjects First

 Make Sure the Surroundings are Conducive to Studying 

 Make Room for Entertainment and Relaxation 

 Make Sure you Have Time to Sleep and Eat Properly 

 Always define your objectives as clearly as possible

 Analyse your use of time

 Action plan

***Hand out Action Plan***

