Time Management 

As you enter a year when there will be many demands on your time, it may be helpful to think about the obstacles you face in managing your time and to consider some strategies for more effective time management.

What you accomplish during a 24-hour period depends on your own motivation, your energy, your skills and abilities, and other resources.  The idea of time management is not a way to make you work harder and longer, but a means to help you work smarter to accomplish your work more easily and rapidly.

Obstacles to Effective Time Management
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Before you can begin to implement any strategies to manage your time, you should be aware of the most common obstacles that stand in the way of using your time effectively.  Look at the list below and see how many of the obstacles apply to you.

· Unclear objectives and priorities 

· Desk management and personal disorganization

· Inability to say "No" 

· Interruptions - telephone 

· Interruptions - personal visitors 

· Periods of inactivity - delays and pauses 

· Too many things at once

· Stress and fatigue 

· All work and no play 

Tips to help you manage your time

When you have identified your obstacles you can begin to overcome them.  Here are some strategies for overcoming the obstacles listed on the previous page.
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	Make sure your goals are:

· Specific

· Measurable

· Achievable

· Realistic

· Time-based
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	Decide which of your tasks you should:

· Do

· Delegate to someone else

· Delay until another time

· Delete from your list 

For those tasks you have chosen:

· Address the tasks that have short-term consequences

· Accomplish what you can early

· Attach deadlines to tasks that have to be delayed
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	Use a planner, software program on your computer, or a PDA to keep track of your tasks and appointments.
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	Realize that you can’t do everything.

Avoid agreeing to do things you do not have time to complete. 

Make sure your commitments are consistent with your goals and objectives.
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	Accomplish small tasks like reading correspondence or writing letters while you wait.

Look at time you spend waiting as a “gift of time” rather than a “waste of time.”
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	Put your energy into the task at hand.

Tune out interruptions.  Set aside time when you will not answer the phone or schedule visitors.

Don’t waste time thinking about all of the other things that need to be done.
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	Know what time of day you are at your best – morning?, evening?, late night? 

Concentrate on completing your most challenging tasks at your own prime time.
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	Celebrate the achievement of your objectives to maintain a healthy balance in life between work and play.

Reward yourself when you complete a task or finish a project.




Resources:

http://www.joescanada.com/time_management.htm 

http://www.tsuccess.dircon.co.uk/timemanagementtips.htm
Department of Family, Youth and Community Sciences, Florida Cooperative Extension Service, Institute of Food and Agricultural Sciences, University of Florida.  December 1999.

Katey Walker and Nayda I Torres, Department of Family, Youth and Community Sciences, Cooperative Extension Service, University of Florida, Gainesville, Florida.

