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What is Time
Management?

® The act or process of planning
and using strategies to control the
amount of time spent on specific
activities. The goal of this effort is
to increase effectiveness,
efficiency, and productivity.

Good Time Management Skills
equals academic success.
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http://ois-it10.blogspot.com/
https://creativecommons.org/licenses/by-nc-sa/3.0/

Why Does Good Time
Management Matter?
What kind of things
deplete your time
more than it should?



http://www.groundreport.com/get-ultimate-productive-boost-looking/
https://creativecommons.org/licenses/by-nc/3.0/

What are the benefits of utilizing
Time Management?

Enjoy more time with
Friends/Family, ability to
participate in extra
curricular activities and
attend more events

Create life long habits that
can benefit you as an
individual, but also a
parent, employee etc.

|dentify Strengths and
Interests to set you up for
college and career success

Less stress



This Photo by
Unknown Author is
licensed under CC
BY

*|f you check Facebook,
SnapChat, Texts, etc every
5-10 minutes in a typical
day..

® How many times is that

in one semester? o0® e o

° - ' ' ' This Photo by Unknown Author is licensed under CC BY-SA
12,4000 Times!!i! —
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http://commons.wikimedia.org/wiki/File:Facebook_icon_2013.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://www.flickr.com/photos/lockergnome/16198904690
https://creativecommons.org/licenses/by-nc-nd/3.0/
https://www.flickr.com/photos/143601516@N03/28011015990
https://creativecommons.org/licenses/by/3.0/

Manage Time

@ (=:zli=.  Create a Daily Prioritized To Do List
o[l . Identify your productive time
Create Create a dedicated Study Time & Study Space

Become Become Task-Oriented Not Time- Oriented

©l0)p1/0l[=1s8 | Complete Tasks to the best of your ability



1.) List
Everything (and
Early): Write
down all your
commitments
and Deadlines.

2.) Break it
Down: Take on
big tasks and
turn them into
smaller steps.

Step by Step Planning is Key

3.) Use a KanBan:
This method helps
you prioritize your
tasks. Organize
everything under 3
headings : Now,
Soon, and Later.

4.) Do
Immediately:
start with
something on
your “now” list

and get it done.

5.) Prioritize the
Rest: Now go
back to all the
other tasks and
put them in
order.



It can be challenging
at times, but stay
positive, ask for help,
get creative so you can
reach your goals and
stay on track.
Remember to seek out
your School
Counselors, Teachers,
Parents, etc. if you
need help with staying
organized.



https://www.kittlingbooks.com/2018/03/an-online-organizing-weekly-link-round.html
https://creativecommons.org/licenses/by-nd/3.0/

