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Time Management
& SMART Goal
Setting

Presented by Rose Lynch, M.A.
|ISC Coordinator
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Using Your Time Well

We all have length,
width, height and
duration —it’s the
reality we live in.

We can see and
experience these
directly, but

TIME is HIDDEN!

Being aware of how
your time is spent helps
you to take charge.
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Time Management Self-Assessment

1.

Do you estimate how
many hours you will need
to study each week?

Do you meet assignment
deadlines?

Do you begin working on
semester long projects
early in the semester?

Do you write a daily “To
Do” list?

Do you prevent social
activities from interfering
with your study time?

. Do you have a job that

requires fewer than 10
hours per week?

. Do you set specific goals for

each study session?

. Do you begin your study

time with your most
difficult assignment?

. Do you complete most of

your studying during your
peak productive time?

10.Do you think of being a full-

time student or part-time
student as you would a full-
time or part-time job?
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Time Management Strategies

Prioritize tasks

C Write a Daily To-Do List

Make a Project Board

Divide semester long assignments into
daily & weekly goals

Commit to Do Tough Tasks First

- Your energy level will be at it’s highest;
' .\ Creates a sense of accomplishment

Break Projects Down into Smaller Tasks

Break down big picture into smaller more
manageable assignment

& Consolidate Similar Tasks

Allocate a block of time to do similar things,
such as running errands
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Time-Management Strategies continuea..

=

Study at Your High-Energy Time

Set aside your most difficult tasks for your peak energy times;
Guard against interruptions & don’t do mindless tasks or
socialize during vour peak energy periods.

Study Everywhere and Anywhere
Be prepared to study any time you have idle time throughout the day.

Study in Short Segments Throughout the Day m“
Much more effective than a marathon study session; m,; 2‘

>

Brain retains more. 3;}'
L] ——y 4 ,{,'
Get Organized e
Lay things out the night before; Organize your physical
4 surroundings & items needed; Saves time and reduces stress.

Be Flexible

Try something new, if needed; Create pockets of open time in your

schedule for anything that might pop up; Don’t procrastinate! M
You will fall short of time if something goes wrong. >




Procrastination: Arch Enemy of All Students

Some ways to overcome getting pulled into its grasp

Don’t
L, FORGET!

o

Make the Task
Meaningful

Remind yourself as to
WHY
task is important.
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Take Task Apart Keep Organized Plan a Reward
& Be Positive

Break down large Can be as simple as quick
assignments into smaller  Saves time when you have ~ peak at social media or
manageable parts to avoid everything you need. playing 1 quick level of a
feeling overwhelmed. Avoid negative speak. video game
Set dates to work on each Tell yourself
of the pieces. “| know | can do this!”

=

Just Do It

When you find yourself
procrastinating, just
complete the “dreaded”

task, then you wont have

to think about it any

more.
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ran out of time.”
overslept.”

“People interrupt me.”

1
2
3.“'m easily distracted.”
4
5

feel overwhelmed and
panic at deadlines.”

6.“l forgot about the
Reasons Why assignment.”

7.“l can’t stay motivated.”

Students Struggle to
Stay Organized or
Focused
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Keys to Mastering
Time Management

Avoid Hindrances

Your brain wastes energy to keep the
memory of tasks.

Unsorted tasks are hard to choose from.

A worrying mind cannot concentrate on
the task at hand.

Improve Your Productivity

Stop Attempting
Start Doing
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Additional Tips

Plan your day.

Learn to say “no” and
delegate.

Stop multitasking.

Do one task at a time.
Don’t half work.

Stop trying to be perfect.
Have a clock visible all-day.
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Give Yourself the
Gift of Time

Time Use Record

e Track the activities and
down time in a typical
day.

 |dentify pockets of time
that could be better
spent to meet your goals.

' ihere are 24 hours in a day; 168 hours in a week. Think about a typieal day in your life. More
?-hmmz:mmhnm 168 hours in a w below, identify how you spend your time in & 24-




"If you aim at

nothing, you will hit

it every time"
Author Unkown



You are more likely
to arrive at your

destination/goal
when you proceed with
direction and purpose.
~ Rose Lynch ©
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While setting and
tending to your goals

\ ' /
is important... && ‘\““' “‘k »/{ 7
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The SMIART way to make your goals achievable...

P4

Specific Measurable Achievable Relevant Time-Bound

Simple *  Meaningful e Agreed * Reasonable  Time-Based
Sensible * Motivating. e Attainable e Realistic  Time limited
Significant e Results-Based e Timely

Time-Sensitive
“The difference between a dream and a goal is a timeline and accountability.” ~ Dr. Phil
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Questions to ask when creating SMART Goals

1. Specific 2. Measurable
 What do | want to accomplish? e How much?
Why is this goal important? e How many?
* Whois involved? e How will | know when it is accomplished?

Where is it located?
Which resources or limits are involved?

Achievable
How can | accomplish this goal?
How realistic is the goal, based on other constraints, such as financial factors?

Relevant 5. Time-bound

Does this seem worthwhile? e When?

Is this the right time? e What can | do six months from now?
Does this match our other efforts/needs? e What can | do six weeks from now?
Am | the right person to reach this goal? e What can | do today?

Is it applicable in the current socio-economic environment?
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Setting Goals

Set 3 goals for yourself for this semester & stick with them!
Remember, be specific and make sure that your goal is measurable.

WHAT? HOW? WHEN?
What is it that you want to How are you going to do it? When will it be accomplished?
accomplish? What'’s your deadline?
1. Earna College Degree Complete WCCC & EOF applications. By June 30t
Apply for Financial Aid. By June 15th
Meet with an advisor. By June 15t
Select & register for classes. By July 1st
Show up, participate & graduate July 13t thru May 2022
2.
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Creating SMART Goals

Will...

V&

* Help you clarify your ideas.
* Focus your efforts.

e Use your time and resources
productively.

* Increase your chances of

achieving what you want in
life.

* Need periodic evaluation &
adjustments.

Questions?
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Resources

Skip Downing, On-Course Textbooks
Mindtools website
Off to College
Time Well Used
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https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409

Rose Lynch a
(908) 835-2354 [
lynchr@warren.edu =




