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Time Is On Your Side

It will help you manage your time well if you know where your time actually gets spent. One very

helpful way of determining your actual usage of time is to track your time. The process here is

like making a schedule, but it works in reverse. Instead of writing things in that you are planning

to do, time logging is a process of writing down the things that you have already done. Doing

this is sort of a get-to-know-yourself exercise because this procedure will highlight many of your

habits that you might selectively ignore currently.

For instance, some people find that every time they plan to do math homework they end up

watching television. Instead of studying for that Psych test, they play Internet poker. Other

people just can't seem to follow their schedule until the week before finals.

Whatever your time habits, time tracking will help you adjust and fine-tune your time

management practices. Having accurate information about your time usage patterns can serve

as another important point of reference for self-monitoring. Following are a few ways to track

your time. Take a moment to do this - it will truly help you open your eyes and take control of

your time.

Time tracking is fairly straightforward. At the end of every hour jot yourself a quick note about

how you actually spent your time for that hour. The note needn't be long - one sentence or less

should suffice. If how you spent your time doesn't match an already planned activity, simply

enter a comment as to what you really did during that time. This way you will be able to review

patterns that emerge in your use of time and make adjustments to improve your productivity.

Some people find it helpful to modify the planning page to facilitate tracking time. The

modifications are easy enough: make two columns on your paper for each day of the week. In

one column, write down the plan you are trying to follow; in the second column, make notes on

what you actually did with your time. The side-by-side comparison is very telling and an

excellent way to figure our where you're not using time in the way you intend.

Another effective way to make changes and get results from your time management strategies

is to summarize your time use by time category such as: sleep, study, work, travel and so on.
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Your Planner Is Your Friend

When you are organized, that will help you achieve your goals in a timely manner. You need to

organize your tasks so you will know what needs to be accomplished and when they need to be

accomplished. No student should be without a daily planner.

You have probably used various kinds of planning tools before, including a daily or weekly

planner, a month-at-a-glance planner, and so on. It is important to keep in mind that the purpose

of scheduling is not to enslave you to your planner, but rather to record your decisions about

when certain things should happen.

Your planner should include your schedule for classes, study time, social events, club meetings,

exercise time, and any other time necessary to achieve your goals. Keep the planner with you

during class and note all assignments along with the due dates of those assignments. Check

them off as you complete them so you know where you are at all times with your projects.

Refer to your planner often - multiple times a day. Make this a regular part of your routine.

When you get up in the morning, look at your planner to see what needs to be done for that day.

If you have an appointment, be sure to include a phone number next to the notation in case you

have to cancel or change times.

Use a highlighter. Color-coding can help differentiate between appointments and assignments.

For example, highlight in blue your classes, yellow for assignments, and green for everything

else. The key here is easy recognition. When you open your planner, you can easily see what

needs to be done.
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Time Management 101

The time you spend on task has some relationship to the quality of work you end up producing.

A good gauge to follow is to perform 2-3 hours of schoolwork outside class for every hour of

class time. Yes, this means for a full-time student with 15-hours of class per week load the

recommendation is to do between 30 and 45 hours of homework each week.

Sure, that's a big jump, especially if you breezed through high school or previous years of

college on less. This estimate simply reflects the time it actually takes to learn effectively. It's

not steadfast and set in stone. If you find yourself really grasping the concepts of a chapter

after a half-hour, feel free to stop. The key here is to set aside this time exclusively for studying.

If you get done earlier than expected - that's a bonus!

Now this number shouldn't mean that you completely forgo time for yourself. It is important to

have some personal time. Even though you may work a part-time job, and doing so isn't

necessarily counter-productive to success at school, you'll need to take some time for yourself

and for recreation each week.

A starting guideline might be something like 10% of your week, or 17 hours. What is more

important than these specific targets is that you spend enough time on school work to ensure

that you're successful and that you spend enough time outside of school to ensure that you

have a healthy balance.

Allow for unanticipated interruptions in your schedule. This means leaving some empty spaces

during the day or in some way being flexible enough to handle interruptions. If the unexpected

does not happen, time is available to do something we were saving until the next day.

Schedule homework early in the day so it is less likely to be crowded out by unexpected events

like meeting an old friend or having a roommate ask for help with one of his classes. Homework

should be a part of each day's schedule. Students who participated in a major study on stress,

reported doing homework as the most frequently used method for reducing stress in their lives.
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I’ll Stop Procrastinating Tomorrow

Procrastination is a schedule buster. It's easy to put things off until later, especially when you

dread the task such as writing a term paper. But in college, this is a real problem. If you put off

your assignments or studying for tests, you are only hurting yourself. Procrastinating leads to

stress and anxiety not to mention poor performance. You CAN stop procrastination from

affecting your schoolwork.

It can be difficult to start working. Most of the time, however, not starting seems to be related to

fear of poor results or negative evaluations than it is to the actual difficulty of the work. Aim to

subdivide tasks into small steps and convince yourself that to get started all you need is 10 full

minutes working on a task. Often, the 10 minutes will elapse and you'll be right into the swing of

things, prepared to continue on productively.

Sometimes you just don't feel motivated to do your schoolwork. It might help to realize that for

many people motivation isn't a prerequisite to action…it is a result of it! Try working for a short

time and see if you can "get into it." If your motivation problem seems more substantial, it might

help to realize that when you aren't motivated to do school work, you aren't actually out of

motivation…you're just motivated to do something else.

Make a schedule. Allocate specific times to complete tasks using daily planners. We have a

whole chapter on that in this book. Your planner should always be handy and you should refer

to it often. Once you make your schedule, follow it. Work with a roommate or friend to motivate

each other. Remember always that once the work is done, you will have more time for yourself,

so stick with that schedule.

Make two activity lists: “Things I Like To Do” and “Things I Have To Do”. Mix up activities from

both lists and work on each activity for a short period of time. Alternating between fun and work

helps to maintain motivation and interest. All work and no fun is another schedule buster. You

don't have to be working ALL the time, but you do have to complete what needs to be done.
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Stop The Cramming

Many college students don't dedicate the right amount of time toward maximizing their studying.

As we mentioned before, cramming and pulling “all-nighters” is still a fact of life on most college

campuses. These types of sessions increase stress levels and don't always lead to the best

performances.

Learning how to study can be the best way to manage your time and leave a little left over for

some parties and/or relaxation. Here are some tips to consider:

1. Identify your "Best Time" for Studying: Everyone has high and low periods of attention and

concentration. Are you a "morning person" or a "night person"? Use your power times to study;

use the down times for routines such as laundry and errands.

2. Study Difficult Subjects First: When you are fresh, you can process information more quickly

and save time as a result.

3. Use Distributed Learning and Practice: Study in shorter time blocks with short breaks

between. This keeps you from getting fatigued and "wasting time." This type of studying is

efficient because while you are taking a break, the brain is still processing the information.

4. Make Sure the Surroundings are Conducive to Studying: This will allow you to reduce

distractions which can "waste time." If there are times in the residence halls or your apartment

when you know there will be noise and commotion, use that time for mindless tasks.

5. Make Room for Entertainment and Relaxation: College is more than studying. You need to

have a social life, yet, you need to have a balance in your life.

6. Make Sure you Have Time to Sleep and Eat Properly: Sleep is often an activity (or lack of

activity) that students use as their time management "bank." When they need a few extra hours

for studying or socializing, they withdraw a few hours of sleep. Doing this makes the time they

spend studying less effective because they will need a couple hours of clock time to get an hour

of productive time. This is not a good way to manage yourself in relation to time.
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Time Management: Some Ideas

The very process in which time constructs itself is a mysterious factor. The bone of contention in

the intelligentsia has always been whether it’s linear or circulative. But practically speaking, we

hardly realize things before it’s time. So what matters to us in this ultra-sophisticated world is

how to ‘manage’ time.

But what is this ‘managing’ for? Obviously to even out the financial problems that cripple our life

in this rapidly changing, and somewhat dangerously enticing, world. Money is a keyword for

freedom and comfort. But to ease off life, we almost lose any deep realization of this “time

factor”. Only solitude catalyses some, reminding us of Nietzsche words, intelligence appears

when you are alone.

Do we have time for this? The management factor hardly gives away anything to be prioritized

that is not related with monetary affairs.

The technical management of time, at its most effective way, owes a great deal to the

Eisenhower method, which poses a difference between importance and urgency. The technique

is if the thing is:

Important and urgent- do it now without thinking of any other things.

Important but not urgent- mark the date in the calendar.

Not important but urgent-send any other to represent that and try to keep you away

as far as possible.

Neither important nor urgent- don’t waste time on it.

This method, which sounds to some extent the Venn diagram, is really very effective to order

out things in a balanced way, and bring out the priorities from an often-confused mind. But

doesn’t it sound very restrictive, as if our lives were chained evidently to a mechanical rule?

Let’s experience something else, another plan, which gives us a picture, that we always long for

but can never convert.
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Urgent and important- battling you out in the rat race of daily life. Minimize it by

sending, if possible, the delegates.

Not urgent and important- the secret desire to live life at its fullest. It’s like a

strategic mode of picture. Maximize it, for the life is here.

Urgent and not important- the painful loop the unsatisfactory job/ business

provides you, from where it’s hard to come out. Shorten that.

Not urgent not important- simply wasting time on gossiping. Watching TV

unnecessarily, or sleeping more and more to escape from any depression. Minimize it!

This method is provided by Steve Coley in his seven habits in “Put First Things First” (habit

three), where he gives prominence to a life spent with joy. This retreat will enhance our physical

strength, increase our self-confidence, give us time to think on the things done, and make us

more decisive. We know that we need to work hard in order to position ourselves in life. But do it

with happiness. Then the life won’t be felt to have been spent in a hurry.
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Time Management And Lifestyle

Style is an individual factor, strongly dependent on personal preference. We differ greatly in our

ways of adopting things. While some learn by seeing others, some hinge on hearing; there are

also people who need touch in order to get adapted to things.

We are equally different in other ways as well. Some people are neat and clean all throughout

life. Perhaps it is childhood experience or a parental demonstration that he\she has adapted to.

It is this neatness in handwriting, arranging the room, or filing things properly that has become a

matter of pride for the parents for long.

Some are habitually stuck to a ransacking life; something like the picture portrayed in Jerome.

K. Jerome’s “Three Men in a Boat”. They find it always hard to discover the necessary things on

time, take an oath that he/she will change himself/herself, change it for the day, and the next

day forgets it, following the same trodden path again.

On the other hand, there are also those who seem to be organized in the way they think it is.

For them maintaining the neatness prioritizes so much that the urgency is often diluted. They

will bring out a necessary paper from the messy pile-up, but give an equal importance in

arranging those crumbled sheets of papers on that very moment. They feel quite irritating in

seeing anything in disorder.

Organization (or disorganization as it is), thus, is susceptible to change. It varies greatly with the

habit, choice, and mindset one is in. This book, therefore, does not provide “a-style-for-all”

proclamation. It rather highlights different styles and patterns of life and time management. You

will definitely pick those suggestions that suit your personal style. But you need to know one

thing. We are always a learner. Perhaps here you can find some suggestions using which you

can bring about a major transformation in your life. Time management has become a key factor

in this quickly changing world. So, if you think, you are falling short of certain things, eliminating

or changing which will help you a lot, you can, then, have a look at this book.

But before anything, you need to know where you are and what exactly your goal is. You will

only understand then which style you have to accommodate yourself in effecting out a good

time management.



How To Become A Highly Effective Time Manager

© Wings Of Success Page 16 of 16

Time Management Software

You want to follow a right time management? First you need to give yourself time to think which

time management software you want to follow for your computer operations. A good one will

have different features like computer programs, software organizers, to do list which will help

you a lot in sorting out your time management needs.

But it’s not only about finding time management software. You have to have a clear knowledge

of its purpose as well. Although the organizer software is mainly intended for business issues,

yet a considerable knowledge of it will show you how you can use them for the personal time

management at home in an effective way. The other one, to do list software is mostly used in

home, yet they can be brought to use for necessary technical issues as well.

Time management software is important because it doesn’t only sort out for you an effective

time-consuming schedule that meets your lifestyle at the fullest, but it also generates an

essential productivity. In enables in the capability in doing things, and reminds you, quite

vibrantly, the things to finish and get eased off from. The popular software organizers have

different features. But decisive about what you need most. Otherwise you will fall in a loophole

of desires for more, and waste in learning about them.

Be careful while inserting to do list software in your computer program. Some of them will

deliver the very basics, which can be replaced by a notebook or a diary. It will be complete

wastage of time and money groping about that. If you feel lazy to write out everything, use

software that inputs your multiple tasks in a single system. A mere click-on is a worth animated

upon.

Thus, try to erase the possibility of chalking things out on a notepad that is often lost in the

bundle of papers; or in your head which is so much crowded with different details that things are

jumbled up, and you often feel life to be unorganized, irritating, and troublesome. Better use

time management software that keeps things in proper order; don’t forget to put in intuitive

navigational menus, which lash out any possibility of complication in life. To do list software are

elementary because they provide you an electronic notepad to jot down your work, demanded

time, and erase them from the check box when things are done. At a sophisticated level one

does also see software that ensures a level of priority and an alarm time set up. Organizer

software are different and most updated because they send you a self-reminder through e-mail.
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They also have features like calendar, agendas, address books that will never give you a

chance to miss out on anything you intended.

Have a bit of knowledge about that, and see how you have grown up as a quick learner of doing

the right thing at the right time.
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Time Management: For Work At Home Moms

The recent version of the technologically updated world gives you opportunities to work at home

and earn extra. These things are lucrative because only a small amount of time and a thorough

knowledge of the work can assist one in some necessary financial development.

But to nurture that what you need most is a proper time management. You shouldn’t encroach

or affect your primary and major business for extracting out time. We will provide you some

steps which will solve t5hese sorts of problems and help you out in playing different roles in that

strict schedule you follow.

Maintain a diary:

The first thing you should do is to chalk out things properly in a diary. You make a to-do-list and

accomplish the things that you need most for a specific day. This will help you in doing the right

things in right time and order. You will learn about your extra time.

Double your time or automate processes:

There are some things that can be done while doing other things at the same time; for example,

watching TV while washing clothes, or taking breakfast while doing some work. This

simultaneous process will save time for those things which cannot be automated.

Prioritize the things important:

Do the things first that you need to do. If you are a service holder who is opting for some extra

income, wake up early in the morning, and get you necessary work done before your children

get up. In this way your official importance events will not collide with your familial joy, and you

won’t feel exhausted.

Get away with the unnecessary urgency:

Urgency in life is important. But taking everything into the consideration of urgency makes life

burdensome. It is not necessary that you have to meet everyone’s expectation. Bring out an

appropriate time to do certain things (like phone calls or working on behalf of people needlessly)

that can be temporarily overlooked.
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Adjust sleep-time:

This is very important. If you expect to work at home moms, you need to arrange things right.

Focus on your sleep. Chose either to go to bed late or wake up early. If you have children, you

must accept you have to spend a considerable time of day in taking care of them. Thus, work at

a time when they can’t disturb your concentration. Moreover, recent science says sleeping less

makes us more energetic.

Right judgment is very vital in managing time to work at home moms. You need to see that it

shouldn’t affect you foremost priorities. If you have expectations of more without disturbing the

present sector of importance, make your time schedule according to the priorities. Don’t be

controlled by the monstrosity of urgency. Just try to double your time, automate process, write

down your plans for daily work, and use extra time. The joyful result awaits you.
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Time Management Programs

In this world where every person needs to keep up with the fast pace, Time Management has

turned into an indispensable aspect of affair assimilation. The same approach is noticed for

intimate as well as professional dealings. One has to master this if he or she wishes to surpass

others and succeed in his or her professional or even personal life. However a course or

agenda is important such that one can abide by it to master this skill or else Time Management

remains enigmatic. Thus it is necessary to have a good overview of the issue, know it intricately

so as to follow it and comprehend the methods of going about the subject and dealing with it

properly.

The Internet will offer you a wide range of material on this subject matter. Also many

management schools provide courses on sharpening your ability to manage time. Often this

course comes along with the business management degree plan.

Applying for such courses enable the student to get a better hold on the subject matter and also

assists in acquiring the required prowess. Several textbooks are found on this issue and these

have been penned down by management professionals. These books have their individual

perspective on the subject but all of them finally lead to the achievement of the aim which

acquiring the ability to manage time efficiently

There are several Time Management plans available and hence one is often left confused as to

which to opt for. However, the student should always look into the reputation of the institution

and carry out some other study on the issue so as not to be fooled. These courses are generally

quite affordable. For $100 or even a lesser amount, you will get some courses online. It is

advisable to carry out a thorough check on the courses and the institutions before deciding the

plan that fits aptly to your budget as well your career choices.

The main objective of such agenda is to assist the people who require Time Management skills.

Nowadays, most deeds exceed the time that is allotted to them and also the time to assimilate

them. Hence the most important thing that requires to be acquired now is the capacity to

manage time proficiently and at the same time let the finished good be classy.
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