Time Management and Organizational skills
Time management is essential for success. The keys to time management are: knowing how
you spend your time so that you can eliminate time wasters and handle potential distracters
efficiently; prioritizing your activities, avoiding multi-tasking, and creating goals for each
project.
Time management can be particularly challenging where there are continual interruptions and
unexpected issues. It requires a balance between following a plan and remaining open to
unanticipated problems as they arise. The following steps may help you develop the optimal
balance.
1. Logging how you spend your time can help you identify how you allocate your time as
well as patterns of distracters/time wasters: Each day, for one week, list the time you
spend on tasks, meetings, travel time, organizing your staff, emails, and paperwork. Look at
where your time is spent and identify time-wasters. Time wasters are activities that are not
critical to attaining your goals. Unnecessary meetings, emails, phone calls or travel times
are considered time wasters. Looking at this log you can start to see what you can delegate,
what interruptions may be dealt with more effectively and how much time each task needs
to be completed.
2. Try to focus on one task at a time and eliminate any distractions: I would recommend
trying to find creative ways to eliminate distracters. Maybe you can let people know by a
template email message on your phone or email that you are not available for the next 3-4
hours and who to contact in case of an emergency. When checking emails, you can work
offline and send all your emails at once. Also, eliminate checking your email in between
tasks.
3. Prioritize what tasks need to be accomplished to hit your goals: Often, we don’t know
how to prioritize our tasks as we are focused on getting things done versus what tasks will
help us achieve our goals. Look at prioritization as bucketing items and finding out what
tasks will help you move your goals forward. Then, prioritize your goals, as follows: (1)
most important (100% helping you achieve your goals), (2) must be done this week (50%
helping you through other tasks or attaining your goals), (3) immediate but not a direct link
to your goals (25% helping you attain your goals indirectly), and (4) urgent but not a
priority (0% helping you attain your goals but demanding your attention). First, list all your
tasks you need to accomplish. Then create buckets so you can start to categorize them.
From there, plan out what is most to least important and apply timelines or deadlines to
push your tasks through to accomplish your goals. Key legend that might be helpful:
ü 1: Most important and urgent
ü 2: Important but not urgent
ü 3: Urgent but not important
ü 4: Nice to do or a time filler
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Behavioral Monitoring Sheet Template
The following worksheet is to help track behaviors, patterns, and find
distractors. From identifying our distractors, we can better plan our tasks and
manage our time.

Example
Behavior or Distracter

Posted on Social Media

Time Spent

Notes: What happened and how did it
impact the rest of your day? How did
you feel?

8:30am

30 minutes

I just went on to post a picture but
ended up scrolling in my feed. I feel
bad I wasted that time. I was supposed
to be sending out emails.

Time

Time
Spent

Notes: What happened and how
did it impact the rest of your
day? How did you feel?

Time

DATE:

Behavior or
Distracter
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Behavior

Time
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Notes: What happened and how
did it impact the rest of your
day? How did you feel?
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Debrief Questions
Looking at your behavioral monitoring sheet, identify the distractors throughout your day?

What can you do to use your time more effectively?

What are some habits you can set in place to help you better manage your time?

What are some daily tasks you can do to best manage your time?

What can you do monthly, weekly, and daily to attain your goals?

What can you do to best tackle your task list?
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