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Time Management: It’s About Time 
 

Introduction 

Ask anyone if there are enough hours in a day or days in a week to do all the things they 

need to do as well as all the things that they want to do and the answer will most probably 

be a resounding “no!”  If you do find someone who says yes, odds are they make a 

consistent effort to examine the time they have available and plan for both required tasks 

and fun.  Each year from your first year in high school to your last year in college is 

going to be more demanding than the last.  Whether you are presently feeling the 

resultant time crunch that these escalating expectations generate is irrelevant, because at 

some point in the not so distant future you will.  But odds are you are already wishing 

you had more time.  So don’t you agree it’s about time…? 

 
 

To Do Lists 

Successful people always make “to do” lists.  The list is then updated each month, each 

week and often each day.  A “to do” list accomplishes several things.  First, it eases the 

stress of trying to remember everything.  When the thought of something to do occurs, 

you simply add it to your list by writing it down.  By writing it down, your mind is free to 

work on other things instead of constantly mentally reviewing your “to do” list so that 

you don’t forget anything. 

 

A written “to do” list allows you to prioritize all that you have to do.  One of the reasons 

we often feel overwhelmed is the sheer size of our “to do” list.  If we look closely at our 

“to do” lists we will see that not everything is of the same importance.  The second 

advantage of a “to do” list is that each task can be prioritized.  One method is classifying 

each task into an A, B or a C category. 

              A = I have no choice.  I must do this immediately 

              B = This is quite important, but I could wait a little while 

              C = I can postpone this.  I may not even do it. 

The danger with long lists is to start with a C item just because it is easier or more fun 

and then run out of time for the A items, or even to do the B items before the A items.   

Starting with the A list then prevents this problem.   
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Another approach is to write a “to do” list with out any attention to prioritizing.  Then 

when finished, number the items to the side based on the order of importance.  Item 1 

then is the first task to tackle and item 2 is next.  When this method is used, the list can be 

added to daily and then all items reprioritized.  This is a very useful method in that 

insures that when time is short, all of the highest priority items that can be done get done.  

Then when more time is available, lower priority items move to the top of the list and get 

done. 

 

Set Your Own Deadlines 

Any task will expand or contract to fill the time allotted to that task.  It is basic human 

nature to wait until the conditions are more favorable, or until we have more information, 

or until we are in a better mood before we get started on any given task.  Consequently, 

without deadlines the task expands toward infinity, and we never finish.  And in most 

cases we never even start.  As you plan the use of your time, be sure to include deadlines 

for various tasks as a way of motivating yourself and then enjoy the sense of satisfaction 

that comes in meeting those deadlines. 

 

 

 

 

Announce your Goals 

Numerous psychological studies have shown that people who share their goals with 

friends and families are significantly more likely to achieve those goals.  All of us have a 

certain amount of pride and care what others think about us.  This emotional energy can 

be harnessed and used to accomplish goals simply by sharing those goals with others. In 

fact this is a commonly used technique in the Weight Watchers and Alcoholic 

Anonymous organizations to help members achieve their goals.  After making your plans 

or goals, tell them to as many people as you can. 

 

Important vs. Urgent 

There are 1440 minutes in a day.  Wish all you want, but that is all there will ever be.  

But while we can not actually create more time in a day, we can waste it or lose it.  But 

how we spend our time is not always our choice and if we are not careful it may never be 

our choice.  Consider classifying the things that fill your time as either important or 

urgent.  They sound the same and in some cases are, but you decide what is important 

and other people decide what is urgent.  Consider the following examples. 
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Important but Not Urgent                                      Urgent but Not Important 

 

Exercising 30 minutes each day                                A friend calls you on the phone 

                                                                                   because they are bored 

 

Reviewing material for a course                                A friend shows up at your door       

each week to prepare for the final                              to talk about their love life 

 

Reviewing information from various                         A friend drops by and wants 

colleges to decide which one to attend                       you to go to the mall with them 

 

While items can be both important and urgent, when they are not, the urgent can have a 

tendency to replace the important.  While the needs of others should always be 

considered and addressed, those needs should always be balanced against the needs of the 

self.  Be sure to strive for a balance by not neglecting either category. 

 

 

Use Wait Times 

While all of us lead very busy lives in this day and age, it is an unavoidable fact that we 

will find ourselves at the mercy of someone else’s schedule.   And so we find ourselves 

waiting… waiting for a ride, waiting in the doctor’s office, waiting for school to start, etc. 

15 minutes a day adds up to over 90 hours a year!  If you have study materials on note 

cards or on a single page or two that can be carried around in your pocket, then this wait 

time can be turned into an unexpected gain of time instead of a loss of time. 

   

Keep A Regular Study Time 

Habits are hard to break, but if it is a good habit then that is a good thing.  Keep the same 

block of time open on a daily basis to study and work on assignments.  By making this a 

habit it is less likely to be preempted by other less important things.  Also if possible, 

sandwich the study time between two enjoyable things in your schedule.  This means that 

as you start your study session you will be in a positive and relaxed frame of mind and 

that you will have something to look forward to as a reward for completing your work.   

 

Don’t Forget Time for Fun! 
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It almost goes without saying: don’t forget to schedule time for rest and relaxation, for 

laughter, friends and family.   When we effectively manage our time, a balance can be 

obtained and a sense of satisfaction with our lives will follow.   
 


