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Overview

❏ Discover where your 
time goes during the 
day.

❏ Discuss ways to 
establish what your 
priorities are in 
school and life.

❏ Learn about 
organizational tools 
available.

❏ Review effective time 
management strategies 
and resources.
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Time-Management Assessment 



Where did the time go? 



Where did the time go? 



Weekly Planning

Planning for the week:

❏ List your courses
❏ List upcoming

assignments due for the
week.

❏ List due dates.
❏ Schedule the time you

will work on tasks.
❏ Create a task list.
❏ Repeat for each week.
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Get Organized! Tools to help 



Get Organized! Tools to help 
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Get Organized! Tools to Help 



Get Organized! Tools to Help 



Get Organized! Tools to help 



Priorities Priorities - Eisenhower Matrix 



Tool to help - The Pomodoro Technique 



Checklist for Effective Time Management Skills 



Tips for Motivation and focus 



Things to remember 



Open for discussion 
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Thanks for attending the session
We’d love to hear your feedback 
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