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e Mark your list in order of
priority. The most important
tasks should be tackled
first. There are some things
you may have to put off
from one day to the other,
but the point of improving
time management skills is
to get the important tasks
and errands taken care of
regularly.

e Be reasonable about what
you can accomplish each day.
You need to start by seeing
where you have free time and
could be more productive
in the future. It may mean
that you have to cut your
television time in half but
your daily lists can become
manageable with time.

e Cut your larger projects
down to size.

If you have a goal of putting
all of your photos into
albums, but cannot find the
large quantity of time to do
it all at once, try doing one
event, box or set of pictures
at a time. This way you can
see progress, and by doing
a bit every day yowll have it
done in a matter of weeks.
e Pair things up to improve
your time management skills.
Instead of ditching your sister
when she calls, use the time
on the phone with her to do
a mindless task like loading
the dishwasher or sweeping
the front stoop. Staying in
touch with family and friends
is important, but it doesnst
mean you should sit idly by
while chatting.

e Take the time to relax.
As you improve your time
management skills, you can
carve out stretches of time
in every day to do the things
you want. That is the whole
point. So, when you have
done most or all of your to-
do list for the day, and you
have no commitments, sit
down and reward yourself
with a book, puzzle or your
journal

ol 45
~ sl dlo b

Just when it felt like the skyis faining rose
Everything has changed and ajl ups are now lows

Just when you thought you-wgre living a fairytale
On every try you already knog you're gonna fail

Just when it was like the dogrs are open wide
The truth was the walls had Jmuch more to hide

Just when you thought you were finally freed
But it wasn't just the ropefthey cut, | can see you bleed

Just when it feels like yo ‘Il never feel fine
Remember that it>s not/yet the end of the line

coz Just because yourlife is now a darker shade
Doesn’t mean you need to let everything fade

Just because you don't have a hand to hold
Doesn>t mean yourd forget what you were told

That just if you>ve had a hard time along the way
Be sure you'll get thought it & you'll be just okay

2016 | jiilell 52all1 20l glibl )
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With only 24 hours in a day,
sometimes we all wish that
we had an extra hour in a day
to finish doing stuff. But since
that is impossible, effectively
organizing these hours that
we all have will not only add
value to your work, but it
also come with other hosts
of benefits. As a student it
is important to learn the
basics of time management,
because whether we are in
college or university you will
be facing different types of
time management challenges,
thus, in order for you to cope
with any type of pressure you
need to learn proper time
management skills.

8 Steps to Effectively Organize
Your Time

e Make a to-do list.

It seems corny, but actually
putting down on paper the
things you have to get done,
and watching the list grow
shorter as the day progresses,
can be a wonderful way to
boost your productivity.

e Schedule blocks of time for
each task.

If you have not given yourself
enough time to finish your
taxes, but you must move on
to something else, try to make
up time with another task on
our list. This way, you can
goet everything done that you
must, and improve your time
management ski'l’s.

M- 0
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