Tips to Time Management

Plan: make a “to-do” list, use a planner

Prioritize: decide which things are most important and put them on the top of the list

Schedule: determine when you are going to do each thing on your list

Set Goals to Motivate You: when each goal is met, is causes motivation to achieve another goal.

Avoid Procrastination: this will cause more stress than actually doing the work.

Double Up on Easy Tasks: ex. Clean out your desk while talking on the phone.

Try to Control Interruptions: Ex. Close room door

Make the Most of Short Time Periods: if you have a few extra minutes, try to get something small done.

In times of stress, it is important to take care of yourself, and these may help to relieve and prevent it.

