
Plan

 On a weekly planner block out all your essential and obligatory activities.

Use your Covey Time Matrix to complete your planner for the week.

 Plan your most demanding activities or study your most difficult subject

for a time when you work the best. For some people this will be early in

the morning, for others the afternoon.

 Try to work out how long different tasks will take and match them to

the appropriate time slots.

 Vary your subjects during a study period.

 Plan regular 5-10 minute breaks every 30 - 40 minutes.

 Be flexible. Review your timetable at the end of the day, if you have

not achieved everything review your timetable for the following day and

try again.

More tips for Managing Time

 Find a suitable place to study, organise your material and your

workspace.

 Try to establish a study routine: same time, same place.

 Use travel time constructively. Read when on public transport. Listen

to recorded material when in a car.

 Learn to say NO. Politely and directly refuse requests that make

unnecessary demands on your time.

 Deal effectively with interruptions. Let people you live with know that

you should not be disturbed. Tell people that you are working to a

deadline and will speak to them later.
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Why manage your time?

To keep a balance between study, work, family and relaxation. It helps to:

Keep you motivated by setting short-term, medium-term and long-term goals.

• bring structure to your life

• gain a sense of accomplishment

• reduce stress in your life

• have time to do the things you want to do without feeling guilty

“He who every morning plans the transactions of the day and
follows that plan carries a thread that will guide him through the
labyrinth of the most busy life.” Victor Hugo

Effective Time Management:

1. Identify your goals.

Setting goals will allow you to identify objectives and targets that

you want to accomplish in the short, medium and long term. Setting

goals can motivate you to achieve, reduce stress and help you to

become more organised. A long term goal may be to complete your

course but you will need to establish short term and medium term

goals to make this happen.

2. Discover How you Spend Your Time

Keep a detailed and honest written record of how you spend your

time. Log over a period of 7 days.

Review your written record. Mark all the essential/obligatory

activities such as sleeping, eating, lectures, exercise etc. Add the

time. spent doing these activities. Subtract this number from 168.

This will leave you with the number of disposable hours to spend

doing other things, including study. If you have very little time left

you need to review your definition of essential

3. "What is important is seldom urgent and what is urgent is seldom

important," President Eisenhower

To be good at time management you must be effective as well as

efficient. Make a list of all the tasks that you need to do. Then

prioritise your tasks in order of importance. Important tasks are

those that will help you to achieve your goals. Next, evaluate how

urgent the tasks are. Urgent activities are those that require

immediate attention but usually contribute towards the achievement

of someone else’s goal, or ones that you have left to the last

minute. These are the ones we usually concentrate on because of

the consequences of not dealing with them. Not urgent but

important tasks are those that will help you to achieve your goals.

They do not require immediate attention but their completion must

be scheduled so that they do not become urgent. Not urgent and

not important activities are those that prevent you from completing

your work and stop you from achieving your goals. Using Covey’s

Time matrix (below) to plot the tasks will ensure you identify urgent

issues and have enough time to deal with what is important. This

will ensure that you are working towards your goals.


