Time Management
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One of the best metaphors for a student’s life is that of a circus performer who balances
many plates in the air at once. The plates twirl precariously atop poles as the harried
performer works frantically to keep them in motion and aloft. Patience, perseverance,
practice and planning are all necessary for performing the trickeSticcessfully.

Consider the following suggestions — or habits — that you balance your semester

and your workload effectively.

Habit 1: Be Proactive

Being proactive means taking initiative r th aiting for others to act first or to make
decisions for you. The opposite of prg e is ve; reactive people tend to react to
whatever is going on around them active e, on the other hand, act based on
principles and purpose. .
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SCHEDULING YOUR TIME

www.utexas.edu/student/utlc

TIME MANAGEMENT MATRIX

Every activity can be classified in one of the four quadrants ...

urgent

1
e crises
e pressing problems
important | ¢ deadline-driven projects recreation/relaxation

ationship-building

3 4
e many interrupti@ | e trivial tasks
not e some phong e busy work
important e some en e some phone calls
e Mmany e junk mail or spam

consider e ou do over the course of a week.
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SCHEDULING YOUR TIME
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24 hours per day x 7 days per week = 168 hours total per week

fixed activity # of hours per day total hours per week
sleeping 8 hrs. 56 hrs.
eating 3 hrs. 21 hrs.
attending class/labs 4 hrs. 20 hrs.
total time for fixed activities 97 hrs.

168 available hours - 97 fixed hours = 71 FREE'THOURS
ours per day

CONSIDER MAKING £ DULE

SO ... it's up to YOU to manage abo

Some people believe carefully planned schedules rn into robots. But the opposite is
actually true! Schedules can help you clearly vi Ze af tter understand what you need to
accomplish each day, and so they allow yo ake 2st use of your time.

Begin by recording your fixed acti §. Thes Ide classes, labs, meals, sleep, workouts,
regular meetings, etc. and will reg e same h week. When you've entered your fixed
activities into your weekly sche iMmake e Opies for the entire semester.
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Setting SMART Goals

www.utexas.edu/student/utlc

Hour

Monday

Tuesday | Wednesday

Thursday

Friday Saturday Sunday

7-8

8-9

9-10

10-11

/.’

11-12

12-1

" 4
V

74

enter total number of hours below

sleeping

V.

eating

class/lab

other

UT Learning Center

Survive.Succeed - Excel



Setting SMART Goals
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It's very easy for students to focus on the details of their everyday lives and lose sight of
their larger, long-term goals. But the process of setting goals allows you to take charge of
your life as a student, to recognize your accomplishments, and to appreciate your
achievements.

Why Set Goals?

Studies have shown that people who set goals for themselves ar ] more likely to

e experience less stress and anxiety.

e concentrate and remember more effectively.

* demonstrate greater self-confidence. '
* perform better and achieve more.
e be happier and more satisfied.

at are RT goals?
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Joal: Specific, Measurable, Action-Oriented,
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Setting SMART Goals
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Example of a SMART Goal

General goal: get an'A’in (specific class)

SMART goal:
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I will focus on for this assignme pm on Wednesday. I have all of the

necessary resources.

T I'll finish the assignmen watch The Simpsons.

Now, you try a SMAR
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-

rack of your goals.
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Figure out
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e Set hierarchies: ith the most
important goal s

* Avoid using the wa ouU can
succeed without hec

e Write your goals on paper, in your PDA, or create a computer document for them. The
process of choosing words to express your goals allows you to personalize them and
commit yourself to them. It will also help you to stay on top of them.

e Post your goals somewhere you’ll see them several time each day.
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