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Managing Your Time Effectively

What is time management?
To manage your time is to use it wisely, in a productive way, to achieve your goals. It involves various skills
such as:

- Prioritising and re-prioritising tasks

- Planning how you will use your time to complete various tasks

- Tracking your progress towards achieving your goals

- Knowing how and when you work best

- Maintaining focus and motivation.
Effective time management skills can reduce your stress levels, increase your productivity, enable you to
balance study, life and social activities and increase motivation and feelings of control.
Planning is essential for effective time management. The tools you use to do this depends on personal
preferences. Some people use electronic apps (e.g., Trello) while others find pen and paper work better for
them. The key thing is to find a system which works best for you, and use it!

Start Early and Prioritise
It is important that you start to work towards assessments early and prioritise your work. You first need to
understand everything that you need to achieve. Some strategies which could help you at this stage include:
- Write a to-do list for your work. This may include weekly readings for class, attending lectures, all the
reading, note-taking and research for assessments and exams, writing essays, revising for exams, etc.
You may also need to do one for personal tasks too, like doing your laundry, exercising and seeing
friends. All these things are part of life and need to be done.
- Start to schedule time to do all the things you need to do. It is important to break down large tasks
into smaller chunks and think about how long these tasks would realistically take you to complete.
You could use a calendar, diary or weekly planner to block out your time, allocating blocks of time to
complete certain tasks.
- If you are struggling to identify what work should be priority for you now, an urgent-important matrix
may help. (See appendix 1). Transfer items from your to-do list into the most appropriate part of the
matrix and it will become clear what you need to do immediately.

Semester Plan

Work backwards from your assessment deadlines and exam dates to see how much time you have to
complete work for them. You may need to set yourself mini-deadlines if several assessments are due around
the same time to ensure you spend adequate time on them all. Assessment deadlines and exam dates
should be on the VLE (in the shell and on the calendar) and in each module outline. The Semester Plan
(appendix 2) may help you to write in all the deadlines.

Weekly Plan

It can be helpful to sit down once a week and prioritise the most important and urgent things you need to
do. Once you have decided what you need to do and when, you can then break these down into
manageable tasks and allocate them time on a weekly calendar.
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Put in fixed commitments first, such as scheduled lectures. Secondly, add in any preparation for lectures
and seminars, such as readings. Then allocate time for other study tasks, such as research and reading for
assessments, revision for exams, etc. Think about when you study best. Are you more focused in the
morning? If so then allocate time for challenging tasks requiring a lot of concentration or creative thinking
for then. A morning/ afternoon/ evening planner is more flexible than an hourly timetable. (See Appendix 3
and Appendix 4). You could try both and see which works best for you. Include time for rest and exercise in
your allocation of time. Healthy sleep boosts your memory which is important when you are learning new
material.

The Timer Method
If you have a lot to do and only a limited time to get it done you may wish to use the timer method to help
you focus intently. Put any distractions away and:
1. Decide on a suitable task
Set a timer for 25 minutes
Focus on the work for the time given, seeking to complete the task
Take a 5-minute break
Repeat for the next task
6. After 3 or 4 sessions take a longer break.
It is good to reward yourself after an extended intensive and productive study time, e.g., an evening out at
the end of a semester.
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Appendix 1. Urgent-Important Matrix

Urgent Not Urgent
Important Address these immediately. Make sure you allocate time for these.

Avoid these when you have
urgent/important tasks by delaying Your very last priority.
Not Important | them, making sure they consume as little
time as possible, or asking others to help
you.
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Appendix 2. Semester Plan

Week Week Event / Assessment / Exam
commencing
Monday

0 Induction

6 Reading Week during semester 1
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Exam 1

Exam 2

Exam 3
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Appendix 3. Morning/ Afternoon/ Evening Weekly Planner

Evening Afternoon Morning
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Appendix 4. Hourly Timetable

Date:
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