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TIME MANAGEMENT LIKE A PRO

13(90)�����,%2(398����4%+)��

HOW GOOD IS YOUR TIME MANAGEMENT?

Adapted from Mind Tools

,S[�SJXIR�HS�]SY�½RH�]SYVWIPJ�VYRRMRK�SYX�SJ�XMQI#�;IIOP]��HEMP]��LSYVP]#�*SV�QER]�TISTPI��MX�WIIQW�XLIVI Ẃ�NYWX�
never enough time in the day to get everything done.

When you know how to manage your time, you gain control of what you achieve.

8EOI�E�QSQIRX�XS�VI¾IGX�SR�XLI�JSPPS[MRK�UYIWXMSRW���

;LEX�EWTIGXW�SJ�XMQI�QEREKIQIRX�HS�]SY�XLMRO�]SY�RIIH�QSWX�LIPT�[MXL#�;LEX�MW�KIXXMRK�MR�XLI�[E]#��

In small groups, ask participants to brainstorm three strategies they can put into practice immediately in order to 
improve their time management.
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As you answered the questions, you probably had some insight into areas where your time management could 
use a pick-me-up. The following is a quick summary of the main areas of time management that were explored in 
XLI�UYM^��ERH�E�KYMHI�XS�XLI�WTIGM½G�XSSPW�]SY�GER�YWI�JSV�IEGL�

Goal Setting
�5YIWXMSRW��������������

8S�WXEVX�QEREKMRK�XMQI�IJJIGXMZIP]��]SY�RIIH�XS�WIX�KSEPW��;LIR�]SY�ORS[�[LIVI�]SY V́I�KSMRK��]SY�GER�XLIR�½KYVI�
out what exactly needs to be done, and in what order. Without proper goal setting, you’ll fritter your time away 
SR�E�GSRJYWMSR�SJ�GSR¾MGXMRK�TVMSVMXMIW�

People tend to neglect goal setting because it requires time and effort. What they fail to consider is that a little 
time and effort put in now saves an enormous amount of time, effort, and frustration in the future. 

Prioritization
�5YIWXMSRW�����������������������

4VMSVMXM^MRK�[LEX�RIIHW�XS�FI�HSRI�MW�IWTIGMEPP]�MQTSVXERX��;MXLSYX�MX��]SY�QE]�[SVO�ZIV]�LEVH��FYX�]SY�[SR´X�FI�
achieving the results you desire because what you are working on is not of strategic importance.

1SWX�TISTPI�LEZI�E�XS�HS�PMWX�SJ�WSQI�WSVX��8LI�TVSFPIQ�[MXL�QER]�SJ�XLIWI�PMWXW�MW�XLEX�XLI]�EVI�NYWX�E�GSPPIGXMSR�
of things that need to get done. There is no rhyme or reason to the list and, because of this, the work they do is 
NYWX�EW�YRWXVYGXYVIH��7S�LS[�HS�]SY�[SVO�SR�8S�(S�0MWX�XEWOW#�8ST�HS[R��FSXXSQ�YT��IEWMIWX�XS�LEVHIWX#

8S�[SVO�IJ½GMIRXP]�]SY�RIIH�XS�[SVO�SR�XLI�QSWX�MQTSVXERX��LMKLIWX�ZEPYI�XEWOW��8LMW�[E]�]SY�[SR´X�KIX�GEYKLX�
scrambling to get something critical done as the deadline approaches. 

Key Points
Facilitator Notes 
Time management is an essential skill that helps you keep your work under control at the same time that it helps 
you keep stress to a minimum.

We would all love to have an extra couple of hours in every day. Because that is impossible, we must work 
WQEVXP]�SR�XLMRKW�XLEX�LEZI�XLI�LMKLIWX�TVMSVMX]��ERH�XLIR�GVIEXI�E�WGLIHYPI�XLEX�VI¾IGXW�SYV�[SVO�ERH�TIVWSREP�
priorities.

With this in place, we can work in a focused and effective way, and really start achieving those goals, dreams, and 
ambitions we care so much about.


