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1. Set goals
correctly

Z_ Prioritize
wisely

Time Management
Non- Ti pS
essential

tasks 3. Set a time
Iimit

o. Remove

5. Organize
yourselfr




Quick Tips for Time Management

“Finish Project Fnﬂaé(! y

Use time management
apps/programs

Create time
management
goals

kD the balance

Learn to delegate/outsource

Set time limits

Keep everything
organized
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EMENTS OF
TIME MANAGEMENT

Focus omn what's irmmportant by
pPrioritizing thhe day before anmnd
plamnning what mmust be done
before you leave your desik.

YO CAN'T DO 11

AlLL YOURSELTHR
Remember to deilegsate and
share thhe [abor with yousr
teammartes Tto even the
weworkflow, frecsing you to
wwork omn what you're best at.



— TIME MANAGEMENT TIPS

RECORD
YOUR CURRENT
SCHEDULE
Figure out how you're

currently using your fime

and what to improve.

BATCH

SIMILAR TASKS

Cut down on time you
waste fransitioning be-
tween tasks by doing
similar things at the
same time. (like replying
to e-mails)

calls and e-mails

B PRIORITY MATRIX

at the start of
each day for DELEGATE
planning O SOME WORK

if you don't have fo do

Make a to-do list and everything by yourself, then

minutes

schedule your day.

‘ ' N don't! Figure out what other
./' \\\:// people can help you with.
4 4 \\
sl ~ USE “waImiNG”
\ -, ] numeerrectivery 7, |  TURNTASKS —
‘// ‘\ When you're doing things : INTO HABITS -
e P likke riding public transit or M'C'ke things 903!97 BY | o T e
L siting in @ waiting room, turning work tasks |n19 a = S—
\ 4 use that time productively. regular routine T .
- -

MINIMIZE

£
F ) meeting times

‘ ’ ' More work gets done

BLOCK out

social media

Reduce distractions.
Don't open up social
media unfil your
work Is done.

GNORE phone

Unless it's an emergency,
leave your replies for
later. Don'’t let yourself be
needlessly interrupted.

autside of meetings
than in them.

\



MANAGE

— Short-Term Crises & Problems

IMPORTANT & URGENT

AVOID

Distractions & Interruptions

URGENT BUT NOT IMPORTANT

FOCUS

On Long-Term Strategic Goals

IMPORTANT BUT NOT URGENT

LIMIT

Time-Wasting Activites

NOT IMPORTANT & NOT URGENT




et M1 & TIME O
MANAGEPMENT TIPS
a4y FOR STUDENTS 5

Creafe a Malce fime Get yourself
schedule for yourself in a routine goals

Have scheduled 7 Stlck fo your Allow rimme for
breaks sﬁrﬁahen/eperforplcaeom fun actrivities

vePerfor

Study in o Exerdissiso>cecPaerfor
regular pattern you are aft relieve stress

Bellevepe##‘

elievePerfo
Reward yourself Keep stress fo Worlk a ser

=3 I el'e oW s allcliloal®lcss) number of
BVY'eV?g‘ ﬁmrmgg howurs a day




business
The experts tell all
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Time
Management
Activities




