Tips for Time

Effective time management involves establishing goals for yourself and committing yourself to doing the right things, instead of doing everything.

By following these tips on managing your time, you will be able to accomplish your goals as quickly and efficiently as possible.

· Have a Master Plan:  set goals and make a commitment to achieve these goals.  Be sure that the goals are clear, concise, and reasonable.

· Map It Out:  make a monthly, weekly, and daily plan of activities and projects that need to be completed or a to do list.  Refer to this list frequently to become familiar with your time schedule and priorities.

· See Where Time Goes:  start a time log making detailed entries where you spend your time, and how it may be used more efficiently.

· Identify Your Time Wasters:  make note of the ways that you lose time during your day.  Focus on eliminating these behaviors from your daily routine.

· Stay Focused:  prioritize your daily goals, and strive to accomplish your top five priorities each day.

· Learn to Say No:  control the use of your time by being assertive when you are unable to do something.  Give reasons for your denial, and offer alternative solutions when possible.

· Control Interruptions:  work on a project for a specified amount of time or until it is completed.  Don’t let outside influences distract you from achieving your goals.  

· Give Yourself a Break:  schedule rest periods into your work time.  You will be more efficient in the long run, if you are not burnt out.  
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