ISCG5430 Professional Skills   
Time Management Worksheet.
Name: ________________________
Once you have completed this worksheet you need to submit it.
Today, we will be exploring your time management skills and investigating tools and techniques to improve these skills.
Self-evaluation
Firstly let’s check how good your skills are at the moment.
Go to the website https://www.mindtools.com/pages/article/newHTE_88.htm and complete the How Good is Your Time Management Quiz.

Write your result here:_______________.
Copy the Score Interpretation for your score here




Keep your score and do the exercise again at the end of this course to see if you have improved.


How I spend my time.
Self-awareness is the first step in managing your time.  There are 24 hours in the day but how do you spend this time?
Read this: https://www.slideshare.net/NokiaAtWork/weeklyreview-colour-1 and list the 7 effective steps you can put in place to plan your day.
1.
2.
3.
4.
5.
6.
7.
Additional reading: https://www.mccc.edu/nursing/documents/Time_Management_New.pdf
How do you spend your time each day?
Complete the table below with your times here.
	Classes: 
	Studying:
	Family commitments:

	Sleeping:
	Personal care/
grooming:
	Meal preparation/
eating/clean-up:

	Exercise/sports:
	Socializing/entertainment
(with friends):
	Relaxing/TV/
video games, etc. (alone):

	Transportation
(school, work, etc):
	Work/internship:
	Other:



Now let’s see how you use your time in a week.  Create a weekly schedule and share your observations with another member of the class.





Overview
Go to Unitec’s Library website and choose Study Toolbox, Key Study Skills, Time management
Read the five Time Management Basics.  Make a list of the most important points for yourself.
1.
2.
3.
4.
5.


Goal setting
Enter a goal or more
For example “Complete assignment one”

Now break it down into smaller tasks. Copy the results into the table below.

Arrange these tasks in order. Copy the tasks here and complete the table.
Length of time = how long do you think it will take you to complete the task.
When – data and time = set aside a certain time slot or slots to achieve this task
Completion date = date needs to be completed.

	Task
	Length of time
	When – date and time
	Completion Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Planning and Prioritising tasks

Planning is very important for your studies.  It is also important in the workplace.  You may well have several projects that need your attention and need to meet deadlines and prioritise your tasks.  Watch the video on Prioritization Skills: Matrices, Tools, and Techniques for Prioritizing Your Time
https://www.youtube.com/watch?v=czh4rmk75jc


Complete this matrix for yourself.

Tool 1 The Action Priority Matrix
	Importance

	High
	
	

	
	

Low
	
	

	
	
	Low
	High

	
	
	Urgency




What is the Nominal Group Technique?

Scheduling Tasks
Scheduling is the process by which you plan your use of time. By scheduling effectively, you can both reduce stress and maximize your effectiveness.
https://www.thebalancesmb.com/time-management-tips-2947336
Read the 11 tips.
Write down the two tips that do you think are the best and state why?  Discuss this with somebody else in class.
1.
2.
Creating a to do list
Using your tasks that you need to accomplish you can create a daily to-do list.  You need to set the priority for each task for that day.  There are many examples of to do lists. Here is one below.
	Task 
	Must do
	Should do
	Could do

	Task 1
	
	
	

	Task 2
	
	
	

	Task 3
	
	
	

	Task 4
	
	
	



Monitoring your progress
At the end of the day, take some time to reflect on how well you did
	Must do
	Should do
	Could do
	

	All
	All
	All
	Terrific

	All
	All
	Most
	Very good

	All
	Most
	Some
	Good

	Most
	Some
	A little
	OK

	Some
	A little
	None
	Poor

	A little
	None
	None
	Bad

	None
	None
	None
	Terrible


Time Management Software
Search the internet for software tools that can help with your time management.
Go to a website like
https://www.lifehack.org/articles/technology/top-15-time-management-apps-and-tools.html


List at least five different time management software applications.

1.
2.
3.
4.
5.

Write a short review about one of them.
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