Time management
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earning Outcomes

« Understand the concept and importance of time management
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 Utilize a syllabus as a tool for effective time management.
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» Apply backward planning using a syllabus and learn to effectively manage time.
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» Learn and apply the essential steps of time management.
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* Introduction of time management techniques.
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Time Management
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« Time management is the process of organizing and planning how
to allocate your time effectively and efficiently to achieve your

goals.
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* It involves analyzing how you currently spend your time,
identifying areas where you can make improvements, and
implementing strategies to use your time more productively.
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How Do You
Spend Your 24
Hours?
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» Take a few minutes to create your own list
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» Think about all of the different activities: classes, studying, sleeping,
fitness, work, family, personal care, eating, transportation, relaxation/
hobbies, socializing/entertainment, other.
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Myths about Time Management
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There are common myths surrounding time management that can hinder one's

ability to effectively manage their time:
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Effective time management is simply a matter of common sense.
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It is a joyless pursuit that removes all enjoyment from life.
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Some people work better when they are under pressure and have less time.
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No matter what one does, there will never be enough time.
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The Truth About Time Management
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Increases productivity
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Helps achieve balance in life. Increases self-confidence Helps you reach your goals
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Time Management Signs
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Poor Time Management Good Time Management

3 Cad g 5,

* Deliver work on time 2asall < gl 8 Jaall b
 Punctual Leaic
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» Missing Deadlines 32 sadall 43l pe ) gall f
* Rushed work Jasiuall Jezll
« Poor performance s ¢! . | -
 Organized and Confident 4 5 5 4akaic

* Procastination « g "
« Burnout _ia! .‘J ) \ « Self-disciplined &l layaie

* Multitasking alell 2ax | ‘ \'\ « Less Stress and Anxiety Gl s i sill Ji

* Poor work-life balance o 0)) sl Caria T R - Better work-life balance Jasll (s Judl o)) 58
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Using a Syllabus as a Time-
Management Tool
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Time is a precious resource that should be managed wisely, much
like money.
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This is particularly important during your school years, when
numerous demands compete for your attention. By investing a small
amount of time in learning effective time-management skills, you
can reap significant long-term benefits, including saving valuable
time.
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Calendaring Tasks and Backward Planning
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You walk into class on the first day and you’re generally presented with
a syllabus that outlines what you’ll be studying in the course. It provides you
with:
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assighments and their due dates leedud 2l a5 Slial )

quiz and test dates LAYl 5 HLiAY) el ga

course objectives and grade requirements —aall Cililkia g3 sall Calaal
absence policies bl Ciluls

any other policies you should know leé =i O sy (s AT il (4

Because the syllabus includes a schedule for
the entire term, it’s one of your most effective
time-management tools.
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How to use syllabus to do backward planning..-«sel Lubsiill ¢/ Y  wl jtl) ggiall aldiic 448

Backward planning is a technique where you start by defining your end goal and then work backwards to create a plan to achieve that goal. Here are the steps to follow for backward planning:
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1. Define the end goal: Determine the final outcome or deliverable that you want to achieve.
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2. Determine the timeline: Identify the deadline or date by which the project needs to be completed.
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3. Break down the goal into smaller tasks: Divide the main goal into smaller, manageable tasks that will help you achieve the goal.
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4.  Determine the dependencies: Identify which tasks are dependent on others and which tasks can be done concurrently.
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5. Assign deadlines to each task: Set specific deadlines for each task to ensure that the project stays on track.
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6.  Create a timeline: Once you have identified the deadlines for each task, create a timeline or Gantt chart that shows the order in which tasks will be completed and how long each task will take.
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7. Monitor progress: Regularly review the progress of the project against the timeline to ensure that it is on track and make any necessary adjustments.
By following these steps, you can create a well-planned project timeline that ensures that you meet your deadline and achieve your end goal.
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https://www.youtube.com/watch?v=eCoiAGsAElo&t=376s



https://www.youtube.com/watch?v=eCoiAGsAElo&t=376s

Steps of Managing Time
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Steps to Managing Your Time
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 Set short-term goals you want to reach
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* Create a to-do list of the tasks they need to
accomplish to meet those goals
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* Prioritize their tasks, and
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» Review their task list and make changes as needed
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1. Set Goals —ilaay) aas

Firstly, the syllabus is a crucial reference point for planning time. Listing
exams and due dates on a calendar at the beginning of each term can
provide a clear understanding of the tasks that need to be completed.
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To effectively manage time, it's important to establish weekly and daily
goals. This can be done by reviewing the syllabus and calendar and
determining the amount of work that needs to be accomplished in a given
week or day.
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Setting these goals helps stay focused on the important tasks that need to be

completed in the short term, keeping the mind clear and focused.
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From Goals...Set priorities
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« What’s important and what isn’t?
FAlXS Ll o8 Lagagall 9o Lo
« What order do things need to be done in?
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» Once you know what your priorities are, you need to plan out a schedule for the
semester, the week and the day. ; ;
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» Acknowledge the realities of college schedules.
A Jslaa il e (a paill
. _F;Ianping may seem hard at first, but the more you do it, the easier and more natural
it gets.
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Activity: 2. To-Do Lists
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Sunday

1

Psych: Study for
Testl

Work 4.7

8
Psych: Finish
reading Ch, 3

Work 4.7

Monday

2
Psych: Study for
Test 1

9

Chem:

p. 45 (even
problems)

Psych: Start
Group film
project outline

Tuesday
3
Psych: Test 1

Psych: Read Ch.
2, pp 46-57

10
Psych: Ch 2 (pp.
72-96)

October

Wednesday
4

Chem:Ch 1
pp. 31,33 (all
problems)

Psych: Read Ch.

2, pp. 58-71

Work 4-7

11

Chem:

pp. 46, 48
{even prbms)

Psych: Revise
project outline

Work 4-7

Thursday

5

Psych: Ch 2 (pp.
46-71)

12

Psych: Group
film project
outline due

Friday

Chem:Ch 2
p. 34 (all
problems

13
Chem:Ch3

Saturday

7

Psych: Read Ch,
3

14
Psych: Study for
Test 2

One way to keep track of your short-term goals is using a To-Do
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Scenario st

Ahmed has been attempting to improve his time-management
skills. Using the syllabi from his two classes, his work
schedule, and his other obligations, he created a calendar for

the month of October shown here.
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Directions <alaiy)
Using this information, in the text box, create a To-Do list for

Ahmed that will help him meet his goals for October 1-7.
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3. Prioritizing Tasks algall <l ol i ayaas

* Begin each week by utilizing an ABC grid to organize

tasks. Prioritize the ones that are both crucial and have Category A Category B Category C
. Most important activities to  Activities that can wait a day Activities that can be put off
earlier due dates. complete in the next 24 or two to complete. for several days.
hours.
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* Employ an ABC grid at the start of each day to prioritize
daily tasks in a similar fashion.
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Activity: Prioritizing Tasks
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Directions <lalaiy)

Assume it is Sunday, October 1, and

. L . Sunday Monday Tuesday
Ahmed is prioritizing his tasks for the 1 2 3
Psych: Study for Psych: Study for Psych: Test 1
. Testl T
week. Create ABC grid. - e Psych: Read Ch.
Work 4-7 2, pp 46-57

aan daad Ol 5 ¢ a0 ] 22V g o gl o (2 sl
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October
Wednesday
4
Chem:Ch1
pp. 31, 33 (all
problems)

Psych: Read Ch,
2, pp. 5871

Work 4-7

Thursday Friday

5 6

Psych:Ch 2 (pp. Chem:Ch2

46-71) p. 34 (all
problems

Saturday

Psych: Read Ch.
3



4, Evaluate Plan 4baal) ayss

Q

HOW ARE YOU
ACTUALLY
USING YOUR
TIME?
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WHICH TASKS
WERE YOU
ABLE TO DO?
WHAT DIDN’T
GET DONE?
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WAS YOUR WHAT
ENERGY LEVEL CHANGES
APPROPRIATE? NEED TO BE
YOUR STRESS MADE TO

LEVEL? YOUR WEEKLY
8L s fn S Js  SCHEDULE?
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WHAT ARE
PERSISTENT
TIME
WASTERS?
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s

WAS
PROCRASTINAT
ION AN ISSUE?
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Forms of
procrastination
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Avoiding the task and hoping it will disappear.
(AT s Ll (8 JaY) 5 Al i

Miscalculating the time required or overestimating capabilities and resources.
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Engaging in low-priority activities instead.
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Believing that multiple minor delays won't have an impact.
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Discussing the task instead of taking action.
o) Yl AR e Yo deed) dddlie
Focusing solely on one aspect of the task.
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Becoming immobilized when faced with decision-making.



How to Overcome Procrastination
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* Win the mental battle by committing to being on time.
sl gl 8 aa il o) SV OB e Al A8 jrall g )
« Setand keep deadlines.
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» Organize, schedule & plan.
Al 5 el Jsaall 5 aplail)
+ Divide a big job into smaller ones.
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» Reward yourself when you’re done.
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» Tell your friends and roommates to remind you of priorities and deadlines.
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* Learn to say “no” to time wasters.
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Time Management
Techniques

1.  Promodoro technique s e s 4
2. Time boxing < sll 4aS3Lll
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Promodoro technique
590 94 53 480

The Pomodoro Technique is a time management method based on 25-
minute stretches of focused work broken by five-minute breaks.
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1. ldentify a task or tasks that you need to complete.
L) ) rliag A aleal) o) dagall 2aa
2. Set a timer for 25 minutes.
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3. Work on a task with no distractions.
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4. When the alarm sounds, take a 5-minute break.
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5. Repeat the process 4 more times.
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6. Take a longer 30-minute break and start again.
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Promodoro Cycle
335 JJA jﬁ SJJJ H 25 minutes 5 minutes H 15- 30 minutes
Focused work Short break Long break

25+ bminutes x 4 = 2 hour focused work cycle
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Time boxing
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A practice of blocking out a specific amount of time In
the calendar for a specific task. It imposes a reasonable
and finite time for completing a task.
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Timeboxing steps
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1. Decide atask 4egs %
2. Set date and duration sl 5 gu Ul naas
3.  Setatimer G5 laual
4. Work until time is up <5l elgii) s Jazl)




Sunday
i 09 am - 10 am 9am-10am
TI me bOX Write a proposal for Acme
Example company
10 am - 11 am
5 11 am - 12 pm check and reply email

R

Monday

Meeting with design
team

10 om - 12 pm
Draft 1000 words for
new blog post



