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Yes!

As college employee, you are very busy people, and to make 
those 168 hours effective, you have to do some planning.
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You are more You are more productiveproductive..
You reduce your You reduce your stressstress..
You improve your You improve your selfself--esteemesteem..
You achieve You achieve balancebalance in your life.in your life.
You avoid You avoid meltdownsmeltdowns..
You feel more You feel more confidentconfident in your ability to in your ability to 

get things done.get things done.
You reach your You reach your goalsgoals..
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Simply, making the most of your time and energy!

A Word about A Word about ENERGYENERGY
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•Evaluate your energy level at different times of da y.
•Schedule tasks when you have the energy level to ma tch.
•If you are a “morning person,” seize the early hours
to study and do assignments that require focus.
•If you are an “evening person,” make sure that you
are being productive and not sacrificing sleep for extra 
hours to socialize.
•Losing sleep is the easiest way to sabotage your en ergy level!
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Go for 
the 

goal!

Where to start?

1. Set Goals!

Set Goals! continued

� What’s important and what isn’t?
� What order do things need to be done in?
� Once you know what your priorities are, you 

need to plan out a schedule for the 
semester, the week and the day.

� Planning may seem hard at first, but the 
more you do it, the easier and more natural 
it gets.

From your goals, set priorities.
2. Make a Schedule
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Make a Schedule continued
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Where 
does the 
time go?
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3. Revisit and Revise Your Plan
Are you making progress?
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“Never do today what you can put off ‘till tomorrow! ”
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� Win the mental battle by committing to being on time.
� Set and keep deadlines.
� Organize, schedule & plan.
� Divide a big job into smaller ones.
� Find a way to make a game of your work or make it fun.
� Reward yourself when you’re done.
� Tell your friends and family to remind you of

priorities and deadlines.
� Learn to say “no” to time wasters.

Use lots
of

Stickies
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Learn to say “No!”

� Avoid the temptation to socialize when 
you’ve scheduled work.

� If friends ask you to join them last 
minute, decline outright, but ask if you 
could get together later in the week.

� Socializing is important when you don’t 
have other things to worry about!

� Study somewhere you won’t be 
tempted to chat, watch movies or 
YouTube, or use social utilities like 
Facebook.
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I have a study group 
tonight.  Are you free 

on Thursday?
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Review

� Time and energy management can make you more 
productive and reduce your stress level.

� The Three Steps
� Set goals
� Make a schedule
� Revisit and revise your plan

� Be tough with your time.  Actively avoid procrastin ation 
and time wasters.  Learn to say “no” to distractions.

� Employ a variety of time management strategies to 
maximize your time.  

� Relax and enjoy the extra time that you’ve discover ed!


