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It is the process of 
organizing and 

planning how to divide 
your time between 
specific activities. 

  What is time 
management?



        Keep a running to-do list
Make a To-Do 
List to help you 
stay on track.

● Notepad on phone
● Planner/Notebook
● App on phone



       prioritize your tasks
● Rank your tasks in the 

order of priority or of 

importance

● Keep in mind deadlines



          Managing distractions
Stay focused! Complete the task from start to finish.



         Block your time

● Set aside 
sufficient time 
for tasks. 

● Adjust time 
slots if 
needed. 



Self-Aware of tasks ● Set aside sufficient 
time for tasks. 

● Adjust time allotted 
if needed. 

● Take note of what 
works and what 
does not work.


