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Strategies for Good Time Management

Your first round of tests are looming, and you are probably realizing that time management (NOT how smart you are) is the key
to good grades. There are 168 hours in each week. Use the following tips to make sure that you are making the most of them:

1. Get Started - Procrastination is one of the all time classic time wasters. Often,
an equal amount of time is spent avoiding a project, as actually accomplishing
the project. A survey showed that the main difference between good students and
average students was the ability to start their homework quickly.

2. Get into a routine - Choose a time each day to do things such as checking email
or Facebook, studying for that certain class, or working out. Find a day planning
calendar that works for you and use it!

3. Do not say yes to too many things — Getting involved on campus or in the
community is highly encouraged. However, don’t over commit yourself. Prioritize
and participate only in those activities about which you feel most passionate.

4. Divide large tasks - Large tasks should be broken up into a series of small tasks. By creating small, manageable tasks, the
work fits better into your hectic schedule and the entire project can be accomplished without being overwhelming.

5. Do not put unneeded effort into a project - There is a place for perfectionism, but
for most activities, there comes a stage when there is not much to be gained from
putting extra effort into it. Save perfectionism for the tasks that need it.

6. Deal with it for once and for all - We often start a task, think about it, and then
lay it aside. This gets repeated over and over. Either deal with the task right away
or decide when to deal with it. For example, if you get an email that requires a
response, respond to it right away. That way, you don’t have to search through your
inbox and reread the email again later.

7. Set start and stop times - When arranging start times, also arrange stop times. This will
call for some estimating, but your estimates will improve with practice. This will allow
you and others to better schedule activities. Also, challenge the theory, “Work expands to
fill the allotted time.” See if you can shave some time off your deadlines to make it more
efficient.

How do you spend your weekly 168 hours? What are your biggest timewasters? To answer
these questions and learn valuable strategies to more effectively managing your time visit:
http://studytips.aac.ohiou.edu/?Function=TimeMgt.
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The Big Rocks of Time

In First Things First, Stephen Covey tells a great story:

One day an expert in time management was speaking to a group of business students.
As he stood in front of the group of high-powered overachievers he said, “Okay, time
for a quiz.” He then pulled out a one-gallon, wide-mouthed Mason jar and set it on
the table. He produced about a dozen fist-sized rocks and carefully placed them one
at a time into the jar. When the jar was filled to the top and no more rocks would fit
inside, he asked, “Is this jar full?” Everyone in the class said, “Yes.” Then he said,
“Really?”

He reached under the table and pulled out a bucket of gravel. Then he dumped some
gravel in and shook the jar causing it to work down into the space between the big
rocks. Then he asked the group once more, “Is the jar full?” By this time the class was
on to him. “Probably not,” one of them answered. “Good!” he replied.

He reached under the table and brought out a bucket of sand and started dumping the
sand in the jar until it filled the spaces left between the rocks and the gravel. Once
more he asked the question, “Is this jar full?” No!” the class shouted. Once again he
said, “Good.”

Then he grabbed a pitcher of water and began to pour it in until the jar was filled to the
brim. Then he looked at the class and asked, “What is the point of this illustration?”
One eager beaver raised his hand and said, “The point is, no matter how full your
schedule is, if you try really hard you can always fit some more things in it!” “No,” the
speaker replied, “that’s not the point.”

“The truth this illustration teaches us is that if you don’t put the big rocks in first,
you’ll never get them in at all. What are the ‘big rocks’ in your life? Your loved ones,
your education, your dreams, a worthy cause, teaching others, doing things that you
love, your health, your mate. Remember to put these BIG ROCKS in first or you’ll
never get them in at all. If you sweat about the little stuff then you’ll fill your life with
little things and you’ll never have the real quality time you need to spend on the big,
important stuff.”

So later, when you are reflecting on this short story, ask yourself this question: What
are the “big rocks’ in my life? Then, put those in your jar first.

S.R. Covey, A.R. Merrill, and R.R. Merrill, First Things First. New York: Simon & Shuster, 1994, pp.
88-89. Copyright © 1994, Simon & Shuster.
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Upcoming Events

Monday, September 28th
. SFA Ladyjack Volleyball vs. Central Arkansas, 7:00 p.m.,

Johnson Coliseum
SAA-Mr. Lumberjack Male Pageant, 7:00 p.m., Grand
Ballroom-BPSC

Tuesday, September 29th
. Guest Tuba Recital, 7:30 p.m., Cole Hall

Saturday. October 3rd
. SAA-Can You Dig It? Sand Volleyball Tournament, 10 a.m.,

Campus Rec Center
Orchestra of the Pines, 7:30 p.m., Cole Hall

Feel like watching a new movie or seeing a concert?
. Check out what Student Activities is providing this week at

http://www.sfasu.edu/studentactivities/.




