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Class Thirteen:  Managing Your Time
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Going back to school will likely lead to a shift in priorities and call for a balancing act between family, work and classes.  Time management will be an important skill on which to focus as you add school and homework to what is already a busy schedule.  Thinking about how you currently spend your time will help you think about where you can make adjustments so that you add new priorities to your life.

Basics of Time Management

1. Don’t take too many credits. Start with a smaller load and add classes as you get adjusted to being back in school.
2. Write things down. Use your student planner or a notebook to take down all your important engagements, assignments and more.  Figure out what you need to get done each week on Sunday or Monday so that you know what to expect and how your week will play out.
3. Stay organized. Keep your notes, assignments, papers, handouts, etc. for each class in a separate binder or folder.  You can save a lot of time trying to find the information you need if you  get organized for your classes at the start of the quarter.
4. Take charge of your time. You control your time.  Get important things done and learn to say no if you have to.  Keep a record of the time you spend on each thing so you can get a better idea of how much time to allow yourself in the future.

5. Focus on one thing at a time. Stay focused on one thing at a time. Once you complete a task, check it off and move on to the next one.
6. Resist the urge to procrastinate. It is easy to get distracted and find other things to do when you need to study for a test or complete an assignment.  Manage your time effectively by finding a way to ignore these distractions.  For example, give yourself little breaks as rewards for not putting off tasks or set mini deadlines to help you keep working through a large assignment.
7. Learn material the first time around. Ask for help, if you don’t understand something in your classes.  Ask your classmates and instructor questions to ensure you learn it the first time. It can help you to more easily understand other concepts and will save you the time of revisiting the topic later.

8. Control your surroundings. While you can’t always make your study environment distraction free, you can do your best to create an environment that is most conducive to getting work done. Go to the library, put on headphones or whatever it takes to keep you from straying off task.

9. Have confidence in your abilities. Sometimes your schedule will seem almost impossible. Have confidence that you can do things, and you may surprise yourself when you truly step up to the challenge. You’ll never know how much you can do unless you test yourself, so give yourself opportunities to shine, even under pressure.

10. Get the most out of class. Read over class materials ahead of time so you have a rough idea of what class will be about. This will allow you to concentrate on the most important elements of the lessons and make it easier for you to study in the future.

11. Know what’s important to you. Everyone has a different idea of what they want to take out of college. Figure out what things are most important to you and concentrate the bulk of your energies on those.
12. Have confidence in your abilities. Sometimes your schedule will seem almost impossible. Have confidence that you can do things, and you may surprise yourself when you truly step up to the challenge. You’ll never know how much you can do unless you test yourself.
Developing a Schedule 
1. Set up daily study times. One thing you can easily add to your schedule is a few hours each day that are just dedicated to studying. 
2. Keep trying new systems. Your first way of scheduling yourself and managing your time may not be as effective as you like.  Keep looking for a method that works for you.  
3. Create realistic to-do lists. Be realistic about what you can accomplish in a day.  Think about what is truly doable each day and you won’t end up disappointed when you don’t finish everything you planned.

Building in Personal Time 
1. Always make time for things you enjoy.  Ensure that you’re scheduling in enough time for fund so you won’t get burnt out.  And, while hanging out with friends is fun, sometimes you just need to set aside time for doing things that you like to do alone.
2. Don’t schedule out sleep. If you’re not getting enough sleep, your grades could start to suffer.  Schedule yourself an adequate amount of time each night to rest and recuperate.

3. Keep a good school-life balance. The time you spend doing assignments is no more important than the time you spend relaxing and being with friends. Your life has to maintain a balance; schedule your time accordingly.  Set some guidelines as to how much time you’ll dedicate to work each day and how much time you’ll dedicate to enjoying yourself. 
For additional information on time management, check out the following:
http://www.csbsju.edu/academicadvising/help/23tmt.htm
http://www.timemanagementhelp.com/college.htm
http://sas.calpoly.edu/asc/ssl/time.mgt.strategies.html
http://sas.calpoly.edu/asc/ssl/procrastination.html
http://sas.calpoly.edu/asc/ssl/time.mgt.tips.html
http://www.collegeathome.com/blog/2008/05/21/57-time-management-hacks-for-college-students/
Tips adapted from : http://www.collegeathome.com/blog/2008/05/21/57-time-management-hacks-for-college-students/
