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A h e a d
Look ings Graciela Paz waits for the bus, holding

the hands of her 2-year-old twins, she
mentally adjusts her day’s schedule. Her

mother, who usually looks after the girls, is sick,
and Graciela must take her daughters and all their
“stuff” to her cousin’s house. Then she has to rush
to class. She can forget her 8 A.M. marketing
class; she will have to explain to her teacher and
hope she can do a make-up chapter quiz. Graciela
isn’t sure she can make her 9 A.M. meeting with
the financial aid officer—and she had to wait
three weeks for that appointment!

What else has to be done? Review her notes for
her communications test at 11 . . . go to the
events planning seminar . . . spend time in the
computer lab
finishing her mature
students’ column for
the school
newspaper (the
deadline is
tomorrow) and hope
that her peer tutor,
Eric, can proofread it
right away—her
written English is still
not perfect—meet with her group to rehearse their
human relations presentation . . . Graciela has a
nagging suspicion something else needs to be
done, but she can’t put her finger on it.

After waiting longer than expected, Graciela
finally gets on the bus. Nikki, who wouldn’t eat her
breakfast this morning, is crying and Raquel is
insisting that she didn’t hit her sister. So much for
collecting her thoughts on the bus. She has been
up for a little over an hour and already Graciela is
running way behind schedule.

Are your days like Graciela’s? Are you constantly

trying to cram more activities into less time? Do

you feel as if you never have enough time? Or do

you feel overwhelmed and paralyzed by all you

know you have to do?

You’re not alone: Most of us wish we had more

time to accomplish the things we need to do.

However, some people are a lot better at juggling

their time than others. What’s their secret? 

No one has more than 168 hours a week,

no matter how industrious. Instead, it

comes down to figuring out priori-

ties and using time more efficiently.

This chapter will give you strate-

gies for improving your time man-

agement skills. After helping you

learn to account for the ways you

currently use—and misuse—time,

you’ll learn strategies for planning

your time, including some ways to

deal with the inevitable interruptions and coun-

terproductive personal habits that can sabotage

your best intentions. 

We also consider techniques for dealing with

competing goals. Special challenges are involved

in juggling the priorities of college work with

other aspects of life, especially when they include

childrearing or holding a job. 

After reading this chapter, you’ll be able to an-

swer these questions:

• How can I manage my time most

effectively?

• How can I better deal with surprises and

distractions?

• How can I balance competing priorities?

A
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Time for Success

Without looking up from the page, answer this question: What time is it?
You’ve probably got some idea of the current time. In fact, most people are

pretty accurate in their answer. If you don’t know for sure, it’s very likely that
you can find out quickly. You may have a watch on your wrist; there may be
a clock on the wall, desk, or computer screen.

Time is something from which we can’t escape. Even if we ignore it, it’s still
going by, ticking away. Our lives are moving forward in time whether we
choose to pay attention to it or not. So the main issue in using your time well
is, “Who’s in charge?” We can allow time to slip by and let it be our enemy, or
we can take control of it and make it our ally.

By taking control of how you spend your time,
you’ll increase your ability to do the things you
must do to be successful as a student. More than
that, the better you are at managing the time you
devote to your studies, the more time you will
have to spend pursuing your interests. 

We all know people who seem to be able to find
time to do everything. Successful time managers
make conscious choices about how they spend
their time. Being in control of their time enables
them to shape their future in the way they want,
rather than feeling as if they are running around
trying to keep up with a timetable set by others or
by circumstance.

The goal of time management is not to schedule every
waking moment of the day. Instead, the goal is to make
informed choices as to how we use our time. Rather
than letting the day slip by, largely without our awareness, the time manage-
ment procedures we’ll discuss can make us more aware of time’s passage and
better able to harness time for our own ends.

repare: Learning Where Time 
Is Going

Before you get somewhere, you need to know where you’re starting from and
where you want to go. So the first step in improving your time management
skills is figuring out how you’re managing your time now.

What follows are some ways to figure out how you are now spending your
time.

Create a Time Log “Where did the day go?” If you’ve ever said
this to yourself, one way of figuring out where you’ve spent your time is to
create a time log. A time log is the most essential tool for improving your use
of time.

Time log
A record of how time is
spent

“I’m too busy going to college to study.”

© 1999 William Haefeli from cartoonbank.com. All Rights Reserved.

Chapter 2 Making the Most of Your Time
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Create a Time Log

Keep track of seven days on a log like this one. Be sure to make copies of this sheet before you fill it in.

Day of the week and date: _____________________________________

Try It!Try It!
1

Analyze your log

After you complete your log for a week, analyze how you spend your time according to the major
categories on the log. Add up the amount of time you spend on (1) hygiene (showering, brushing
teeth, etc.), (2) food (cooking, eating, shopping), (3) taking classes, (4) studying, (5) work, (6) TV,
(7) recreation and leisure (sports, concerts, exercise), (8) personal (writing, religious activities,
family activities), (9) sleep, and (10) social (friends, dating, telephone). You can also create other
broad categories that eat up significant amounts of time.

What do you spend most of your time on? Are you satisfied with the way that you are using
your time? Are there any areas that seem to use up excessive amounts of time? Do you see some
simple fix that will allow you to use time more effectively? 

Working in a group: Compare your use of time during an average week with that of your
classmates. What are the major differences and similarities in the use of time?

hygiene food classes studies work TV recreation personal sleep social

12:00 A.M. (MIDNIGHT) to
1:00 A.M.
1:00 A.M. to
2:00 A.M.
2:00 A.M. to
3:00 A.M.
3:00 A.M. to
4:00 A.M.
4:00 A.M. to
5:00 A.M.
5:00 A.M. to
6:00 A.M.
6:00 A.M. to
7:00 A.M.
7:00 A.M. to
8:00 A.M.
8:00 A.M. to
9:00 A.M.
9:00 A.M. to

10:00 A.M.
10:00 A.M. to
11:00 A.M.
11:00 A.M. to
12:00 P.M. (NOON)
12:00 P.M. (NOON) to
1:00 P.M.
1:00 P.M. to
2:00 P.M.
2:00 P.M. to
3:00 P.M.
3:00 P.M. to
4:00 P.M.
4:00 P.M. to
5:00 P.M.
5:00 P.M. to
6:00 P.M.
6:00 P.M. to
7:00 P.M.
7:00 P.M. to
8:00 P.M.
8:00 P.M. to
9:00 P.M.
9:00 P.M. to

10:00 P.M.
10:00 P.M. to
11:00 P.M.
11:00 P.M. to
12:00 A.M. (MIDNIGHT)

Total Hours

30
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A time log is simply a record of how
you actually have spent your time—in-
cluding interruptions. It doesn’t have to
be a second-by-second record of every
waking moment. But it should account for
blocks of time in increments as short as 30
minutes.

Look at the blank time log in Try It! 1,
“Create a Time Log” on page 30. As you
fill out the log, be specific, indicating not
only what you were doing at a given time
(for example, “reading history assign-
ment”) but also the interruptions that oc-
curred (such as “answered phone twice”
or “switched to Internet for 10 minutes”).

Keep your time log for at least seven
days, using a typical week. Obviously, no
week will be completely typical, but if
it’s near normal, it will provide you with
enough information to give you a good
sense of where your time goes.

By looking at how much time you
spend doing various activities, you now
know where your time goes. How does it
match with your perceptions of how you
spend your time? Be prepared to be sur-
prised, because most people find that
they’re spending time on a lot of activities
that just don’t matter very much. 

Identify the Black Holes
That Consume Your Time
Do you feel as if your time often is sucked 
into a black hole, disappearing without a
trace?

We all waste time, spending it on unim-
portant activities that keep us from doing
the things that we should be doing or really
want to do. For example, suppose that
when you’re studying you get a phone call
from a friend, and you end up speaking
with her for an hour. You could have (1) let
the phone ring and not answered it; (2) 
answered but told your friend you were
studying and promised to call her back; or
(3) spoken to her, but only for a short while.
If you had done any of these things, you
would have taken control of the interrup-
tion and kept time from sinking into a
black hole. 

To get a sense of how your time is
sucked into black holes, complete Try 
It! 2, “Identify the Black Holes of Time
Management.”

Where Does My 
Time Go?

1. On the typical weekday morning, what time do you wake
up? When would you prefer to wake up if you had the
choice?

2. On the typical weekday evening, when do you go to bed?
Would you prefer to go to bed at some different time?

3. Would you characterize yourself as a “morning person,”
who accomplishes the most in the early morning, or do
you see yourself more as a “night person,” who is most
comfortable doing work in the evenings? What
implications does this have for your scheduling of
classes and when you do the most work?

4. Do you generally get to classes early, late, or on time?
Why? How does this pattern affect your experience and
performance in class?

5. If a day suddenly contained more than 24 hours, how
would it change your life? What would you do with the
extra time? Do you think you would accomplish more?

6. Generally speaking, how would you characterize your
time management skills? What would be the benefit to
you personally if you could manage time more
effectively?

Journal Reflections

Copyright in this image is owned by the original artist, rights to reproduce or use the
image may be obtained from www.CartoonStock.com.
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Working in a Group: Identify the
Black Holes of Time Management

The items on this list are common problems that prevent us from getting things done.1 Check off
the ones that are problems for you, and indicate whether you have personal control over them
(controllable problems) or they are out of your control (uncontrollable problems).

Try It!Try It!
2

Big Seldom Controllable (C) 
Problem Often a a or 
for Me Problem Problem Uncontrollable (U)?

1. Telephone

2. Drop-in visitors

3. E-mail interruptions

4. Hobbies

5. Mistakes

6. Inability to say “no”

7. Socializing

8. Snacking

9. Errands and shopping

10. Meals

11. Children’s interruptions

12. Perfectionism

13. Family appointments

14. Looking for lost items

15. Redoing mistakes

16. Jumping from task to task

17. Surfing the World Wide Web

18. Reading newspapers, magazines,
recreational books

19. TV

20. Computer games

21. Alcohol/recreational drugs

22. Listening to music

23. Romantic/family problems

24. Illness/fatigue

25. Other

Working in a group: Examine the problems that affect each group member, and then
discuss these questions: Do time management problems fall into any patterns? What strategies for
dealing with such problems have you used in the past? Are there problems that at first seem
uncontrollable that can actually be controlled? How have you dealt with time management
challenges in the past?

32

NEW Feld-02 3P  1/24/05  1:22 PM  Page 32



33Chapter 2 Making the Most of Your Time

Set Your Priorities By this point you should have a good idea of
what’s taking up your time. But you may not know what you should be do-
ing instead.

To figure out the best use of your time, you need to determine your priori-
ties. Priorities are the tasks and activities you need and want to do, rank-
ordered from most important to least important. There are no right or wrong
priorities; you have to decide for yourself what you want to accomplish.
Maybe spending time on your studies is most important to you, or maybe
your top priority is spending time with your family. Only you can decide.

To effectively manage your time in college or university, the best procedure
is to identify priorities for an entire term. What do you need to accomplish?
Don’t just choose obvious, general goals, such as “passing all my classes.” In-
stead, think about your priorities in terms of specific, measurable activities, such
as “studying 10 hours before each chemistry exam.” (Look at the example of a
priority list in Figure 2.1.) Keep in mind that your program and course selection
will determine many of your course priorities. Career-focused programs, such
as engineering or nursing, will require many more in-class or lab hours than the
average arts or humanities program. On the other hand, an arts course may 
require many hours of research time to effectively develop essays. Some courses
are reading intensive; others are problem-based. However, to a certain extent,
the nature of your courses will determine your priorities.

Write your priorities on the chart in Try It! 3, “Set Priorities.” After you’ve
filled out the chart, organize it by giving
each priority a “priority index” number
from 1 to 3. A “1” represents a priority that
absolutely must be done. For instance, a
paper with a fixed due date should receive
a “1” for a priority ranking; carving out
time to take those guitar lessons you al-
ways wanted to take might be ranked a “3”
in terms of priority. The important point is
to rank order your priorities to reveal what
is and is not important to accomplish dur-
ing the term.

Setting priorities will help you to deter-
mine how to make the best use of your
time. No one has enough time to complete
everything; prioritizing will help you make
informed decisions.

Priorities
The tasks and activities
that you need and want 
to do, rank-ordered from
most important to least
important

Priority
Study for each class at least 30 minutes/day
Start each major paper 1 week in advance of due date
Hand in each paper on time
Review for test starting a week before test date
Be on time for job
Check in with Mom once a week
Work out 3 x/week

1
2
1
2
2
3
3

Priority Index

Figure 2.1
List of Priorities

Each of us has
an internal
body clock that
helps govern
when we feel
most alert.
Becoming
aware of your
own body clock
can help you to
schedule study
sessions at
times when
you’re able to
work at peak
efficiency.
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Set Priorities

Set your priorities for the term. They may include getting to class on time, finishing papers and
assignments by their due dates, finding a part-time job that fits your schedule, and reading every
assignment before the class for which it is due. Include only items that are important, not everything
that you want to do. (For example, if you’ve always had a yearning to take a martial arts class but
never got around to it before, it’s reasonable to leave it off your list of priorities.)

To get started, list priorities in any order. Be sure to consider priorities relating to your
schoolwork, other work, family, social obligations, and health. After you list them, assign a number
to each item indicating its level. Give a “1” to the highest-priority items, a “2” to medium-priority
items, and a “3” to the items with the lowest priority.

Try It!Try It!
3

Now redo your list, putting your number 1’s first, followed by as many of your number 2’s and
3’s to which you feel you can reasonably commit.

Final List of Priorities

Priority

1.
2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.

What does this list tell you about your greatest priorities? Are they centred around school,
friends and family, jobs, or some other aspect of your life? Do you have so many “1” priorities that
they will be difficult or impossible to accomplish successfully? How could you go back to your list
and trim it down even more? What does this listing of priorities suggest about how successful
you’ll be during the term?

List of Priorities

Priority Priority Index

34
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Identify Your Prime Time Take a look inward. Do you enthusi-
astically bound out of bed in the morning, ready to start the day and take on
the world? Or is the alarm clock a hated and unwelcome sound that jars you
out of a pleasant slumber? Are you the kind of person who is zombie-like by
10 at night, or a person who is just beginning to rev up at midnight?

Each of us has our own style based on some inborn body clock. Being aware
of the time or times of day when you can
accomplish your best work will help you
plan and schedule your time most effec-
tively. If you’re at your worst in the morn-
ing, try to schedule easier, less-involving
activities for those earlier hours. If morning is the best time for you, schedule
activities that require the greatest concentration at that time.

But don’t be a slave to your internal time clock. Even night people can func-
tion effectively in the morning, just as morning people can accomplish quite a
bit in the evening. Don’t let your concerns become a self-fulfilling prophecy.

rganize: Mastering the Moment

Your time management preparation has brought you to a point where you
now know where you’ve lost time in the past, and your priority list is telling
you where you need to be headed in the future.

Now for the present. You’ve reached the point where you can organize
yourself to take control of your time. Here’s what you’ll need:

• A master calendar that shows all the weeks of the term, seven days per
week on one page. (See the example of a master calendar on the follow-
ing page.)

• A weekly timetable. The weekly timetable is a master grid with the days
of the week across the top and the hours, from 6 A.M. to midnight, along
the side. 

• A daily to-do list. Finally, you’ll need a daily to-do list. The to-do list can
be written on a small, portable calendar that includes a separate page for
each day of the week. Or it can simply be a small notebook, with a sep-
arate sheet of paper for every day of the week.

• Coloured pens or markers so you can colour-code your schedules. Con-
sider using different colours for classes, assignments, tests, study times,
flex time, and so on, so it is immediately obvious how much time you
have allotted to each activity.

The basic organizational task you face is filling in these three schedules.
You’ll need at least an hour to do this, so set the time aside. In addition, there
will be some repetition across the three schedules, and the task may seem a bit
tedious. But every minute you invest now in organizing your time will pay off in
hours that you will save later.

Follow these steps in completing your schedule:

1. Start with the master calendar, which shows all the weeks of the term
on one page. In most classes, you’ll receive a syllabus, a course outline
that explains what the course is all about. Traditionally, a syllabus in-
cludes course assignments and their due dates, and the schedule for tests
that will be given during the term. Write on the master calendar every
assignment you have, noting it on the date that it is due. If the instructors

35

“Time moves slowly,
but passes quickly.”

Alice Walker, The Color Purple 

Master calendar
A schedule showing the
weeks of a longer time
period, such as a college
or university term, with all
assignments and impor-
tant activities noted on it

Daily to-do list
A schedule showing the
tasks, activities, and
appointments due to occur
during the day

Weekly timetable
A schedule showing all
regular, prescheduled
activities due to occur in
the week, together with
one-time events and
commitments

Chapter 2 Making the Most of Your Time
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Sept.
M T W TH F SA S

OCT

NOV

DEC

7 8
Classes

Start

English

short pap
er

due

English
short paper due

English
short paper due

Eng-short
paper due

Music quiz

Eng-short
paper due

Theatre
project due
Psych exam

Last day of class!!

First-yr
seminar group
project due

First-yr
seminar final
journal due

Preregistration
for next semester

Music quiz

Dad's bd—call

Music quiz

English
short paper due

Music quiz

First-yr
seminar journal

due

Add/ drop
ends

Psych exam

Psych
exam

1st Psych
paper due

Theatre
Midterm Bartending

job

Music
paper due

English

short pap
er

due

English

short pap
er

due

English

short pap
er

due

Music
paper du

e

Music
quiz

English

short pap
er

due

English
short paper

due

Sociology

short pap
er

due
Sociology

quiz
Psych exam

Sociology
quiz

English
midterm
exam

English
final
exam

Theatre
final exa

m
Sociology

final exa
m

Psych
final exa

m Music exam

MY birthda
y!

Sociology
quiz

Sociology
quiz

Darcey’s
Wedding!

Holiday!
Thanksgiving

Sociology
midterm
exam

Camping
9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30 31 1

2 3 4 5 6 7 8

9 10 11 12 13 14 15

16 17 18 19 20 21 22

23 24 25 26 27 28 29

30 1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

Master Calendar Sample

Chapter 2 Making the Most of Your Time
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haven’t included due dates, ask; they probably already know, or at least
have a general idea of, the week that various assignments will be due.
Pencil in tentative assignments on the appropriate date.

Don’t only put assignments on the master calendar. Also include im-
portant activities from your personal life, drawn from your list of prior-
ities. For instance, if you’re involved in a club that is bringing a guest
speaker to campus, mark down the date of the event. Finally, schedule
some free time—time when you will do something that is just plain fun.
Consider these days to be written in stone—promise yourself that you
won’t use them for anything else except for something enjoyable.

You now have a good idea of what the term has in store for you. In
most cases, the first few weeks have few assignments or tests. But as the
term rolls on—particularly around the middle and end of the term—
things will get more demanding. The message you should take from
this: Use the off-peak periods to get a head start on future assignments.

Completing a master schedule also may help you head off disaster be-
fore it occurs. Suppose, for instance, you find that six weeks in the future
you have two papers due and three tests—all in the same week!

After cursing your bad luck, it’s time to take action. Begin to think of
strategies for managing the situation, such as working on the papers or
studying in advance. You might also try to change some due dates. In-
structors are far more receptive to requests for extensions on papers if
the requests are made well in advance. Similarly, it might be possible to
take a test later—or earlier—if you make prior arrangements. 

2. Now move to the weekly timetable provided in Figure 2.2. Fill in the
times of all your fixed, prescheduled activities—the times that your
classes meet, when you have to be at work, the times you have to pick
up your child at daycare, and any other recurring appointments.

Once you’ve filled in the weekly timetable, as in the one on page 39,
you get a bare-bones picture of the average week. You will still need to
take into account the specific activities that are required to complete the
assignments on the master calendar.

To move from your average week to specific weeks, make photo-
copies of the weekly timetable that now contains your fixed appoint-
ments. Make enough copies for every week of the term. On each copy
write the week number of the term and the specific dates it covers.

Using your master calendar, add assignment due dates, tests, and any
other activities on the appropriate days of the week. Then pencil in
blocks of time necessary to prepare for those events.

How much time should you allocate for schoolwork? One rough
guideline holds that every one hour that you spend in class requires, on
average, two hours of study outside class to earn a B and three hours of
study outside class to earn an A. Do the arithmetic: If you are taking 15
credits (with each credit equivalent to an hour of class per week), you’ll
need to plan for 30 hours of studying each week to earn a B average—an
intimidating amount of time. Of course, the amount of time you must 
allocate to a specific class will vary from week to week, depending on
what is happening in the class.

For example, if you estimate that you’ll need five hours of study for a
midterm exam in a certain class, pencil in those hours. Don’t set up a sin-
gle block of five hours. People remember best when their studying is
spread out over shorter periods rather than attempted in one long block

37Chapter 2 Making the Most of Your Time

NEW Feld-02 3P  1/24/05  1:22 PM  Page 37



Weekly Timetable
Week of:

Mon Tues Wed Thurs Fri Sat Sun

6–7 A.M.

Week #

7–8 A.M.

8–9 A.M.

9–10 A.M.

10–11 A.M.

11–12 A.M.

(midnight)

12 (noon)–
1 P.M.

1–2 P.M.

2–3 P.M.

3–4 P.M.

4–5 P.M.

5–6 P.M.

6–7 P.M.

7–8 P.M.

8–9 P.M.

9–10 P.M.

10–11 P.M.

11 P.M.–12

Figure 2.2
A Weekly Timetable   Make a single copy of the blank timetable below. Then fill in your regular, predictable time
commitments. Next, make as many copies as you need to cover each week of the term. Then, for each week, fill in
the date on the left and the number of the week in the term on the right, and add in your irregular commitments.

38 Chapter 2 Making the Most of Your Time
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9…05
Psych

9…05
Music

11…15
English

12…20
Theatre

3:00
Sociology

First-year
seminar

3:00
Sociology

Work Work

3:00
Sociology

12…20
Theatre

12…20
Theatre

11…15
English

9…05
Psych

9…05
Music

9…05
Psych

Weekly Timetable
Week of:

Mon Tues Wed Thurs Fri Sat Sun

6–7 A.M.

Week #

7–8 A.M.

8–9 A.M.

9–10 A.M.

10–11 A.M.

11–12 A.M.

12 (noon)–
1 P.M.

1–2 P.M.

2–3 P.M.

3–4 P.M.

4–5 P.M.

5–6 P.M.

6–7 P.M.

7–8 P.M.

8–9 P.M.

9–10 P.M.

10–11 P.M.

11 P.M.–
12 (midnight)

9/28 3

of time. Besides, it will probably be hard to find a block of five straight
hours on your weekly calendar. 

Similarly, if you need to write a paper that’s due on a certain date, you
can block out the different stages of the writing process that we’ll de-
scribe in Chapter 8. You’ll need to estimate how much time each stage
will take, but you probably have a good idea from previous papers
you’ve written.

Keep in mind that estimates are just that: estimates. Don’t think of
them as set in stone. Mark them on your weekly calendar in pencil, not
pen, so you can adjust them if necessary.

But remember: It’s also crucial not to overschedule yourself. You’ll
still need time to eat, to talk with your friends, to spend time with your
family, and to enjoy yourself in general. If you find that your life is com-
pletely filled with things that you feel you must do and there is no room
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for fun, then step back and cut out something. Make some time for your-
self in your daily schedule. Finding time for yourself is as important as
carving out time for what others want you to do.

3. If you’ve taken each of the previous steps, you’re now in a position to
work on the final step of organization for successful time manage-
ment: completing your daily to-do list. Unlike the master calendar and
weekly timetable—both of which you develop at the beginning of the
term—you shouldn’t work on your daily to-do list far in advance. In
fact, the best approach is to complete it just one day ahead of time,
preferably at the end of the day.

List all the things that you intend to do during the next day. Start
with the things you know you must do that have fixed times,

such as classes, work schedules, and appointments.
Then add in the other things that you need to ac-
complish, such as an hour of study for an up-

coming test; working on research for an upcom-
ing paper; or finishing up a lab report. Finally, list

things that are enjoyable—set aside time for a run or
a walk, for example.
The idea is not to schedule every single minute of the

day. That would be counterproductive, and you’d end up
feeling as if you’d failed if you deviated from your schedule.

Instead, think of your daily to-do list as a path through a for-
est. If you were hiking, you would allow yourself to deviate from

the path, occasionally venturing onto side tracks when they looked in-
teresting. But you’d also be keeping tabs on your direction so you would
end up where you needed to be at the end and not kilometres away from
your car or home.

As in the sample daily to-do list that follows, include a column to
check or cross off after you’ve completed an activity. There’s something
very satisfying in acknowledging what you have accomplished. As you
look at your to-do list with its checkmarks you will also feel a surge of
energy, knowing you can get things done.

40

Call Chris & get English notes
Meet with Prof. Hernandez
Do laundry
Work on outline for psych paper
Return books to library
Call Nettie
Set up meeting with music group
Meet Deena
Review Sociology

9/28
To-Do List

Item

for
(date)
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Build a Daily To-Do List

Copy the following blank to-do list as many times as you want or make your own. Then fill in your
daily plans and commitments. As you complete them, check them off in the column on the right.

Try It!Try It!
4

ork: Controlling Time

Time management is largely about preparation and organization; the work it-
self involves completing the activities that you need and want to complete. If
you’ve prepared and organized carefully, you’ll be ready to complete your
work (see Try It! 4, “Build a Daily To-Do List).

In short, the work of time management is to follow the schedules that
you’ve put together. But that doesn’t mean it will be easy. Our lives are filled
with surprises: Things take longer than we’ve planned. A friend we haven’t
spoken to in a while calls to chat, and it seems rude to say that we don’t
have time to talk. A crisis occurs; buses are late; computers break down; kids
get sick.

The difference between effective time management and time management that
doesn’t work lies in how well you deal with the inevitable surprises. 

There are several ways to take control of your days and permit yourself to
follow your intended schedule:

• Just say no. You don’t have to agree to every request and every favour
that others ask of you. You’re not a bad person if you refuse to do some-
thing that will eat up your time and prevent you from accomplishing
your goals. 

• Get away from it all. Go to the library. Lock yourself into your bedroom.
Either place can serve to isolate you from everyday distractions

and thereby permit you to work on the tasks that you want to com-
41

To-Do List

Item

for
(date)

NEW Feld-02 3P  1/24/05  1:22 PM  Page 41



plete. Try to adopt a particular spot as your own, such as a corner desk in
a secluded nook in the library. If you use it enough, your body and mind
will automatically get into study mode as soon as you seat yourself at it.

• Enjoy the sounds of silence. Although many students insist they accom-
plish most while a television, radio, or CD is playing, scientific studies sug-
gest otherwise: We are able to concentrate most when our environment is
silent. So even if you’re sure you work best with a soundtrack playing, ex-
periment and work in silence for a few days. You may find that you get
more done in less time than you would in a more distracting environment.

• Take control of your communications. The telephone, e-mail, text-
messaging, or instant messenger—who doesn’t love to receive messages
from others? 

We may not be able to control when communications arrive, but we
can control communications until we are ready to receive them. Tele-
phone calls can be stored on answering machines or voice-mail systems,
cell phones can be turned off, and e-mail can be read later. If you wait un-
til you have the time to take a message, you’ll be able to follow your time
management plans far better.

• Let your fingers do the walking. As an old advertisement for the Yellow
Pages says, “Let your fingers do the walking.” Many things can be done
over the phone—or via e-mail or voice mail—rather than in person. It is
much faster to do banking on the computer than it is to walk over, stand
in line, and get waited on, or use the bank machine.

• Expect the unexpected. Interruptions and crises, minor and major, can’t
be eliminated. However, they can be prepared for. By making sure your
schedule has some slack in it, you’ll have the opportunity to regain time
lost to unexpected events.

Even more important, try to anticipate the unanticipated. How is it
possible to plan for surprises? Keep an eye out for patterns. Perhaps one
instructor routinely gives surprise assignments that aren’t listed on the
syllabus. Maybe you’re asked to work extra hours on the weekends be-
cause someone doesn’t show up. 

You’ll never be able to escape from unexpected interruptions and sur-
prises that require your attention. But by trying to anticipate them, and
thinking about how you’ll react to them, you’ll be positioning yourself

to react more effectively when
they do occur.

• Don’t procrastinate. Procrasti-
nation is like a microscopic par-
asite on your day, invisible to

the naked eye, but eating up your time nonetheless.
It’s 10 A.M. You’ve just come out of your Statistics class. You know that

there’s going to be a test next week, and you’ve planned to go over the study
notes you made last night. It’s right there in your schedule: “10 A.M.—study
Statistics.” But you’re thirsty after sitting in class, so you decide to go and buy
yourself something to drink. 

As you head into the snack bar, you pass by the campus store, and you think
about how you need to buy a couple of pens. After finding the kind of pen you
like, you go to the checkout line. You pass by a rack of magazines, and, after leaf-
ing through a few, decide to purchase one. You can read it while you have your
drink. You make your way to the cafeteria, buy a coffee, and sip it as you read
the magazine.

42

“Procrastination has no place if
one is trying to reach a goal.”

Doug Tettman, Student, Langara College 
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Suddenly, half an hour has gone by. Because so much time has passed, you
decide that it won’t be worth it to start studying your Statistics notes. So you
spend a little more time reading the magazine and then head off to your next
class, which is at 11 A.M.

You can’t control interruptions and crises that are foisted upon you by
others, but even when no one else is throwing interruptions at us, we
make up our own. Procrastination, the habit of putting off and delaying
tasks that are to be accomplished, is a problem that many of us face. To
identify whether you are a procrastinator, use Try It! 5, “Find Your Pro-
crastination Quotient.” 

If you use the time management techniques that we’ve been dis-
cussing, procrastination should be minimized. But if you find yourself
procrastinating, several steps can help you:

Break large tasks into small ones. People often procrastinate because a
task they’re seeking to accomplish appears overwhelming. If writing
a 15-page paper seems nearly impossible, think about writing five
three-page papers. If reading a 750-page book seems impossible, think
of it as reading several 250-page books.

Start with the easiest and simplest part of a task, and then do the harder
parts. Succeeding initially on the easy parts can make the harder parts
of a task less daunting—and make you less apt to procrastinate in
completing the task.

Work with others. Working with others who must accomplish the same
task can help prevent procrastination. Just being in the same physical
location with others can motivate you sufficiently to accomplish tasks
that you consider unpleasant and on which you might be tempted to
procrastinate. For instance, studying vocabulary words can be made
easier if you plan a session with a study
group. Beware, though—if you spend too
much time socializing, you lower the likeli-
hood of success.

Keep the costs of procrastination in mind. Procras-
tination doesn’t just result in delay; it may also
make the task harder than it would have been
if you hadn’t procrastinated. Not only will you
ultimately have less time to complete the task,
but you may have to do it so quickly that its
quality is diminished. In the worst scenario,
you won’t even be able to finish it.

Balance school and family demands. If you are a
full-time student and full-time caregiver for
children, time management is especially chal-
lenging. Not only do children demand—and
deserve—substantial quantities of time, but
juggling school and family obligations can
prove to be more than a full-time job. Some
specific strategies can help, however:

– Provide activities for your children. Kids enjoy doing things on their
own for part of the day. Plan activities that will keep them hap-
pily occupied while you’re doing schoolwork.

43Chapter 2 Making the Most of Your Time

Procrastination
The habit of putting off
and delaying tasks that 
are to be accomplished

One antidote to procrastination is
working with a study group. You’ll be
motivated by the presence of others
who face the same challenges and
assignments that you do.
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Find Your Procrastination
Quotient

Do you procrastinate?2 To find out, circle the number that best applies for each question.

1. I invent reasons and look for excuses for not acting on a problem.

Strongly agree 4 3 2 1 Strongly disagree

2. It takes pressure to get me to work on difficult assignments.

Strongly agree 4 3 2 1 Strongly disagree

3. I take half measures that will avoid or delay unpleasant or difficult tasks.

Strongly agree 4 3 2 1 Strongly disagree

4. I face too many interruptions and crises that interfere with accomplishing my major goals.

Strongly agree 4 3 2 1 Strongly disagree

5. I sometimes neglect to carry out important tasks.

Strongly agree 4 3 2 1 Strongly disagree

6. I schedule big assignments too late to get them done as well as I know I could.

Strongly agree 4 3 2 1 Strongly disagree

7. I’m sometimes too tired to do the work I need to do.

Strongly agree 4 3 2 1 Strongly disagree

8. I start new tasks before I finish old ones.

Strongly agree 4 3 2 1 Strongly disagree

9. When I work in groups, I try to get other people to finish what I don’t.

Strongly agree 4 3 2 1 Strongly disagree

10. I put off tasks that I really don’t want to do but know that I must do.

Strongly agree 4 3 2 1 Strongly disagree

Scoring: Total the numbers you have circled. If the score is below 20, you are not a chronic
procrastinator and you probably have only an occasional problem. If your score is 21 to 30, you
have a minor problem with procrastination. If your score is above 30, you procrastinate quite often
and should work on breaking the habit.

If you do procrastinate often, why do you think you do it? Are there particular subjects or
classes or kinds of assignments on which you are more likely to procrastinate?

Working in a Group: Think about the last time you procrastinated. Describe it as
completely as you can. What was the task? What did you do rather than doing what needed to be
done? What could you have done to avoid procrastinating in this situation? Ask others what
strategy they might suggest for avoiding procrastination.

Try It!Try It!
5
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– Make spending time with your children a priority. Carve out “free
play” time for your kids. Even 20 minutes of good time devoted
to your children will give you and them a lift. No matter how
busy you are, you owe it to your children—and yourself—to
spend time as a family.

– Enlist your child’s help. Children love to play “grown up” and, if
they’re old enough, ask them to help you study. Maybe they can
help you clear a space to study. Perhaps you can give them “as-
signments” that they can work on while you’re working on your
assignments.

– Encourage your child to invite friends over to play. Some children can
remain occupied for hours if they have a playmate.

– Use television appropriately. Television viewing is not all bad, and
some shows and videos can be not just engaging but educational.
The trick is to pick and choose what your children watch and not
use TV as an all-purpose babysitter. The Magic Schoolbus, Sesame
Street, and videos of children’s classics, for example, can, for an
hour or so, be a worthwhile way for children to spend their time
while you study.

– Find the best childcare or babysitters that you can.
The better the care your children are getting, the
better you’ll be able to concentrate on your
schoolwork. You may still feel guilty that you’re
not with your children as much as you’d like,
but accept that guilt. Remember, your attendance of
college or university builds a better future for your
children.

– Accept that studying will be harder with kids around. It
may take you longer to study, and your concentra-
tion may suffer from the noise that kids make. But re-
mind yourself what that noise represents: the growth
and development of someone whom you love. One
day your children will be grown, and without a doubt there will
be times that you’ll miss their high level of energy and activity.

• Balancing school and work demands. Juggling school and a job can be
exhausting. Not only must you manage your time to complete your
schoolwork, but in many cases you’ll also face time management de-
mands while you are on the job. Here are some tips to help you keep
everything in balance:

– Make to-do lists for work, just as you would for your schoolwork. In fact,
all the time management strategies that we’ve discussed can be ap-
plied to on-the-job tasks.

– If you have slack time on the job, get some studying done. Of course, you
should never do schoolwork without your employer’s permission.
If you don’t get permission, you may jeopardize your job.

– Ask your employer about flextime. If your job allows it, you may be
able to set your own hours, within reason, as long as the work gets
done. If this is an option for you, use it. Although it may
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46 Chapter 2 Making the Most of Your Time

create more time management
challenges for you than would a
job with set hours, it also pro-
vides you with more flexibility.

– Accept new responsibilities carefully.
If you’ve barely been keeping up
with the demands of work and
school, don’t automatically accept
new job responsibilities without
carefully evaluating how they fit
with your long-term priorities. If
your job is temporary, you might
want to respectfully decline sub-
stantial new duties or an increase
in the number of hours you work.
If you do plan to continue in the
job once you’re finished school,
then accepting new responsibili-
ties may be more reasonable.

– Always keep in mind why you’re work-
ing. If you’re working because it’s
your sole means of support, you’re
in a very different position from
someone who is working to earn a
bit of extra money for luxuries. Re-
member what your priorities are.
In some cases, school should al-
ways come first; in others, your job
may have to come first, at least
some of the time. Whatever you de-
cide, make sure it’s a thoughtful
decision, based on an evaluation of
your long-term priorities. 

valuate:
Checking
Your Time 

Evaluating how you use your time is pretty
straightforward: You either accomplished
what you intended to do in a given period,
or you didn’t. Did you check off all the items
on your daily to-do list? If you go over your
list at the end of every day, not only will you
know how successful your time manage-
ment efforts have been, but you will be able
to incorporate any activities you missed into
the next day’s to-do list.

The check-off is important because it provides an objective record of what
you have accomplished on a given day. Just as important, it provides you with

Career
Connections

Career
Planning

There are 180 000 family-owned businesses in Canada,
and more than 50 percent of the owners will retire in
the next 10 years.3 In addition, thousands of teachers,
civil servants, managers, farmers, politicians, lawyers,
nurses, military personnel, engineers, and others are 
retiring every year as the baby boomers age. Analysts
are predicting shortages of skilled workers since not all
workplaces are prepared for such massive changes.
Studies show that most family businesses have no suc-
cession plan, meaning the owners don’t have a process
in place through which an heir or potential buyer will
take over the firm. Early retirement caught the federal
government by surprise when more people took buyouts
than expected.

Succession planners suggest planning for transitions
at least 10 years ahead. If your parents own a family
business and you would like to take it over in the future,
now is the time to start preparing. If your plans go in an-
other direction, it is still a good thing to plan where you
want to be in 10 years and start moving toward that goal.

Liftking—a custom manufacturer of forklift and other
heavy material handling equipment—is a thriving
$30 million a year business operating all over the world.
Louis Aldrovandi, the founder, wants to ensure that Lift-
king remains a family business. As a result, the leadership
and ownership of Liftking will eventually transfer to his
son Mark, the general manager. Mark Aldrovandi has a
diploma in business from Ryerson Polytechnical Institute
(now Ryerson University) in Toronto. He learned the busi-
ness from the ground up, starting as a welder and
working summers. Over the years, Mark has become
familiar with the whole operation.
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concrete reinforcement for completing the task. As we have noted, there are
few things more satisfying than gazing at a to-do list with a significant num-
ber of checkmarks.

Of course, you won’t always accomplish every item on your to-do list. That’s
not surprising, nor even particularly bad, especially if you’ve included some
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Present–six
months from
now

Six months–
one year

Two years

Three years

Four years

Five years

Six years

Seven years

Eight years

Nine years

Ten years

Possible Career Possible Career Possible Career Possible Career Possible Career 

Child & Youth Worker

Complete first term
CYW program; pass
courses; volunteer in
community agency

Complete first year;
complete school
field placement; get
summer job in kids’
camp

Complete second
year, and second-
year placement; get
summer job in field

Graduate with a
diploma in child and
youth work

Work in a group
home for troubled
teens; take courses
in assertiveness and
anger management

Continue taking
courses in coun-
selling and family
therapy; transfer
credits toward B.S.W.

Apply for senior 
staff position; qualify
to teach anger 
management
courses

Apply for job as
program coordinator

Graduate with
B.S.W.; start
supervising students

Begin private
practice

Hotel Management

Complete first term;
investigate and
apply for summer
job in resort

Successfully
complete first year;
get summer job in a
resort

Complete second
year; apply for job in
Britain; take
Japanese classes

Graduate with
diploma in hotel
management

Work for hotel chain:
concierge/front
desk; apply for
international
experience: Europe

Assistant manager,
medium-sized hotel;
complete business
degree (distance ed)

Assistant manager,
resort hotel in major
complex: Caribbean
or Mexico

Begin M.B.A.

Continue with
international hotel
management 

Graduate with
M.B.A.

Manager, major
hotel chain

Information Systems
Technology

Complete first term;
pass courses; take
electronics and com-
puter engineering
technology

Successfully
complete first year;
get job in computer-
related environment

Complete second
year; obtain diploma;
apply to transfer to
bachelor of applied
systems technology
program

Major in network
management; secure
work experience
placement

Graduate with B.A.I.;
find job on network
administration team

Take professional
development
courses as
appropriate

Apply for job as 
network systems
manager; continue
upgrading skills
especially in area 
of security

Promotion to regional
manager, protocol
analysis and security

Apply for national
position, network
architect

Figure 2.3
Building A Career Time Line
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second-level and third-level priorities that you don’t absolutely have to accom-
plish and that you may not really have expected you’d have time for anyway.

ethink: Reflecting on Your
Personal Style of Time
Management

At the end of the day, after you’ve evaluated how well you’ve followed your
time management plan and how much you’ve accomplished, it’s time to re-

think where you are. Maybe you’ve accomplished everything
you set out to do, every task for the day is completed, and
every item on your to-do list has a checkmark next to it.

Or maybe you have the opposite result. Your day has been
a shambles, and you feel as if nothing has been accomplished.
Because of a constant series of interruptions and chance
events, you’ve been unable to make headway on your list.

Or—most likely—you find yourself somewhere in between
these two extremes. Some tasks got done, while others are still
hanging over you. Now is the time to rethink in a broad sense
how you manage your time. See Figure 2.3 for building a career
time line.

Reconsider Your Personal Style of Time
Management We’ve outlined one method of time
management (summarized in the P.O.W.E.R. Plan to the left).
Although it works well for most people, it isn’t for everyone.
Some people just can’t bring themselves to be so structured
and scheduled. They feel confined by to-do lists.

If you’re one of the those people, you don’t need to follow
the suggestions presented in this chapter exactly. In fact, if
you go to any office supply store or your campus bookstore,
you’ll find lots of other aids to time management. Many pub-
lishing companies produce elaborate planners, such as Day-
Timer. Similarly, software companies produce computerized
time management software, such as Microsoft’s Outlook and
the Lotus Organizer, and some time management systems are
on the World Wide Web (see the Resources section at the end
of this chapter or the Online Learning Centre). 

Whatever system you choose, the important thing is that
you need to pay attention to how you use your time and fol-
low some time management strategy. It might consist of jot-
ting down due dates, and then each day looking at them and
figuring out what to do that day. It might consist of visualiz-
ing yourself completing the tasks you need to and using that
visualization to guide your behaviour each day. Or perhaps it
might mean working on assignments as soon as you get
them. Rather than waiting until the last minute, try to accom-
plish your work as soon as you know it needs to be done.

Whatever approach to time management you choose, it will work best if it
is compatible with your own personal values and strengths. Keep experi-
menting until you find an approach that works for you.

Consider Doing Less If you keep falling behind, do less. Some-
times we just have so much to do that, even with the best time management48

PREPARE

ORGANIZE

WORK

EVALUATE

RETHINK

Learn where time is going

Use a master calendar,
weekly timetable, and

daily to-do list

Follow the schedules
you’ve put together

Keep track of your
short-term and long-term

accomplishments

Reflect on your personal
style of time management

P.O.W.E.R. Plan
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skills in the world, we could never accomplish everything. A day has only 24
hours, and we need to sleep for about a third of the time. In the remaining
hours, it is simply impossible to carry a full load of classes and work full-time
and care for a child and still have some time left to have a normal life.

Consequently, if you consistently fall behind in your work, it may be that
you are just doing too much. Reassess your goals and your priorities, and
make choices. Determine what is most important to you. It’s better to accom-
plish less, if it is accomplished well, than to accomplish more, but poorly.

Do More If you consistently accomplish everything you want to do and
still have time on your hands, do more. Although it is a problem that many of
us would envy, some people have too much time on their hands. Their classes
may not be demanding, or work commitments may suddenly lessen. Or per-
haps a child for whom they are caring begins to attend school full time. In
such situations, they may suddenly feel as if their life is proceeding at a more
leisurely pace than before.

If this happens to you, there are several responses you might consider. One
is to simply relax and enjoy your more unhurried existence. There is much to
be said for having time to let your
thoughts wander. We need to take
time out to enjoy our friends, exer-
cise, or consider the spiritual side of
our lives.

If you consistently have more
time than you know what to do with, rethink how to make use of your time.
Reflect on what you want to accomplish with your life, and add some activi-
ties that will help you reach your goals. For example, consider becoming in-
volved in an extracurricular activity. Think about volunteering your time to
needy individuals and organizations. Consider taking an extra course next
term.

But whatever you decide to do, make it a decision. Don’t let the time slip
away. Once it’s gone, it’s gone forever. Think of time as a valuable natural re-
source that should be conserved. 49

“Our costliest expenditure
is time.”

Theophrastus, quoted in Diogenes Laertius, 
Lives and Opinions of Eminent Philosophers

Managing your time effectively will allow you to spend more of it doing the
things that are important to you.
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Speaking
of Success

Passionate. Creative. Talented.
Artistic. Independent. Business-
woman. All these words

describe Emm Gryner who writes,
records, and performs music, as well
as runs her own independent label,
Dead Daisy Records. Emm has re-
leased six albums to date and been
nominated twice for a Juno award.
She was part of the women’s music
festival, Lilith Fair, and has toured with
big-name artists like David Bowie,
Jann Arden, Ron Sexsmith, and the
Cardigans. However, she has also es-
tablished a reputation as a musician
who is fiercely independent and main-
tains a strong connection with her
fans through an online journal she has
written for several years as well as
performing in living room shows and
smaller venue concerts.

Emm states that being in charge
of the business side of the music
business is challenging and requires
a lot of dedication and responsibility.
However, Emm thrives on work, and
as president of her own label, she

appreciates having artistic control
and knows that when something is
done, it is done to her liking.

Emm’s solid work ethic and 
do-it-yourself attitude were instilled
at an early age by her parents, who
run an independent newspaper in

Forest, Ontario. A love of music also
developed while she lived in Forest.
Emm took piano lessons from the
age of 5, and by the time she was a
teenager she was also playing the
bass, writing songs, and recording
her own music. After high school,
Emm was accepted into Fanshawe

College’s renowned Music Industry
Arts program where she learned
more about the production side of the
music industry as well as the busi-
ness side, focusing on topics such as
contracts, royalties, copyright, and
record marketing and promotion. It
was a good background for Emm,
who recorded with Mercury Records
from 1997–1999, until a corporate
takeover ended her deal with the big
record company. Since then, with
Dead Daisy Records, Emm has been
self-directed and self-reliant in her
career, saying that she is happy she
can create the music she wants with-
out interference from others and so
far it’s working out well.

Music Industry Arts Diploma, 
Fanshawe College, London, Ontario

Emm Gryner

FANSHAWE
COLLEGE
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How can I manage my time most effectively?

• Decide to take control of your time. 

• Become aware of the way you currently use your time.

• Set clear priorities. 

• Use such time management tools as a master calendar, a weekly time-
table, and a daily to-do list.

How can I better deal with surprises and distractions?

• Deal with surprises by saying no, getting away from it all, working in si-
lence, taking control of communications, using the telephone or com-
puter to conduct transactions, and leaving slack in your schedule to ac-
commodate the unexpected.

• Avoid procrastination by breaking large tasks into smaller ones, starting
with the easiest parts of a task first, working with other people, and cal-
culating the true costs of procrastination.

How can I balance competing priorities?

• You can balance competing priorities if you begin to see how they co-
exist. Manage work time carefully, use slack time on the job to perform
school assignments (if permitted), use flextime, accept new responsibili-
ties thoughtfully, and assign the proper priority to work.
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B a c k
Look ing

Goal-Setting Models

First, research an occupation of interest to you. Find out as much as you can
about what is required academically and personally. Include the employability
skills the Conference Board of Canada states are crucial for every employee as
well as the skills and training that are specific to the career you are researching.

Second, do a gap analysis. Assess where you stand today and where you
want to go. Identify what you need to do to bridge those gaps and set some
short-term and long-term goals for yourself. Be sure that your goals are rea-
sonable, attainable, controllable, measurable, and your own.

The models on the following pages are useful for focusing on goal setting.
Choose the model that best suits your learning style. Once the model is com-
plete, develop an action plan, and start to put it to work. Be sure to include
these activities in your daily planner. By identifying these activities, and writ-
ing them down, you create an intention—a commitment to your plan—and
begin to work on accomplishing your goals.

Include the model and your action plan in your portfolio as evidence of
your project management, time management, goal-setting, and critical think-
ing skills.

P.O.W.E.R. Portfolio
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Lateral Bubble Chart
Student: J.C.
Program: Year 1, Business Marketing
Goal: Corporate Communications and Public Relations

J.C.’s long-term goal is to be a corporate communications director for a large sports-affiliated organiza-
tion. He knows he is in the right program, business marketing, but he also knows there are a limited
number of sports-related jobs in Canada. To increase his chances of being hired by an NHL franchise or
a major sports venue, J.C. is aware that he needs to work on his marketability. J.C. uses a bubble chart
to determine his skills and portfolio inclusions and to set some personal goals. Finally, he prioritizes
these goals so he knows which goals to begin working towards right away.

If, when considering your own goals, this approach to goal-setting is helpful, create your own bubble
chart and identify your priorities.

Time
Management

Communication
skills

Have
• Excellent word-processing skills
Demo
• Essays/brochures/flyers
Need
• Desktop publishing/web page design
Action
• Check course offerings
• Start a weekly blog for college sports fans

Have
• Year 1, Business Marketing
Demo
• Transcripts, course description sheets,

Update
Need
• Course which relate to career goal
Action
• PSHY 340-Sports Psychology

(Gen Ed elective)

Have
• Enrolled in Business Marketing
• B+ average
Demo
• Transcripts/projects
Need
• Experience
Action
• Take part in provincial marketing

competition
• Part-time position with Athletics Department

Have
• Good personal time management
Demo
• Planner pages/to-do lists
Need
• Projects with deadlines
Action
• Organize United Way Fundraiser
• Manage student election campaign

Have
• Outgoing extroverted personality
Demo
• Sports teams, photos, etc
Need
• More in-depth investigation of all

aspects of CC and PR
Action
• Interview someone in the field—

career information interview

Have
• Great oral skills—DJ through high school/

emcee at award dinners
Demo
• Business cards, photos, agendas
Need
• More written demos
Action
• Write column for student newspaper
• Interview local athletes, write articles

Personality
Aptitude

Academic
preparation

Corporate
Communication

Public
Relations

Computer
skills

Marketing
Skills

Skill

Skill

Have

Demo

Need

Action

Have

Demo

Need

Action

Have

Demo

Need

Action

Have

Demo

Need

Action

Have

Demo

Need

Action

Have

Demo

Need

Action

Skill

Skill

Goal

Skill

Skill

Priority

Priority

PriorityPriority

PriorityPriority
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Linear Outline
Student: Quanh
Program: Year 1, Pre-Health Science
Goal: Nursing, Occupational Therapy, or Geriatric Social Worker

Quanh isn’t sure what specific field she is going into, but she does know she wants to work with seniors
and probably in a health-related field. While she knows that getting high marks is a given, she also
knows there will be a lot of nurses retiring in the next few years.  Also many facilities will consider her
bilingualism (English and Vietnamese) as a real asset.  To assess her skills and set some goals, Quanh
creates an outline.

If the linear approach suits you, consider your goals and your skills and strengths and create an outline
for yourself.

Skills I Have/Proof Need/Action/To do by

Academic Have: Enrolled in pre-health science Need: A’s and B’s in all subjects

Proof: Course outlines and transcripts Action: Get a physics tutor

To do by: Two weeks

Teamwork Have: Sports experience Need: Academic team/group experience

Proof: Badminton team photo Action: Join/form study group

To do by: End of the week

Communication Have: Good written skills Need: Stronger oral skills

Proof: First Psych essay “B” Action: Join Toastmasters

To do by: End of semester

Community Service Have: Volunteer work at nursing home Need: Medical setting experience

Proof: Reference letter from volunteer coordinator Action: Volunteer at Red Cross

To do by: This afternoon

Skills I Have/Proof Need/Action/To do by

Have: Need:

Proof: Action:

To do by:

Have: Need:

Proof: Action:

To do by:

Have: Need:

Proof: Action:

To do by:

Have: Need:

Proof: Action:

To do by:
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Once Chris completes his assessment, he has a clearer idea of his strengths and his areas of focus.  He
can identify demonstrations to prove his skills and decide what to include in his portfolio. For example:

Goal-Setting Chart
Student: Chris
Program: Year 1, Police Foundations
Goal: Police Officer

Chris has wanted to be in law enforcement ever since he met a police officer investigating a break-in at
his family’s home. While Chris feels confident he is on the right track, he knows there is a lot of compe-
tition to get hired. So, Chris uses a graph to see all the aspects of his future career and to see how he
measures up.  After assessing his employability skills and career specific abilities, Chris has an idea of
the goals he needs to set for himself to improve his chances of being hired once he graduates.

0%

Mentoring

Physical Fitness

Crisis Intervention

Gender, Diversity Awarness

Community Service

Leadership

Academic Preparation

Fundamental Skills

Personal Management Skills

Teamwork Skills

10% 20% 30% 40% 50% 60% 70% 80% 90%

Ca
re

er
 S

pe
ci

fic
 S

ki
lls

Em
pl

oy
ab

ili
ty

Si
lls

Skill: Have: Proof for portfolio: Need: Goals: Date to start:

Communication Excellent oral • Telemarketer for Oracle (two years) Cross-cultural • Take SOSC255: Next 

communication – two awards for customer communication Cross-Cultural semester

skills service (scan and print awards) Issues

– three raises this year • Volunteer as As soon as

(photocopy letters)  a conversation possible

partner for an

international

student
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If this approach to goal setting is helpful, use this framework for your own
skill assessment and goal-setting exercise:

Student:
Program:
Goal:
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0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%
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Skill: Have: Proof for portfolio: Need: Goals: Date to start:
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On Campus

The official that schedules classes on campus is known as the registrar. If you
are having difficulty scheduling your classes, the registrar’s office can help. In
addition, your academic advisor or program coordinator can help you work
out problems in enrolling in the classes you want.

If you are having difficulty in managing your time, you can turn to several
places. The campus counselling centre will help, as will campus learning cen-
tres. Your academic adviser can also be a source of aid.

In Print

Julie Morgenstern’s helpful book, Time Management from the Inside Out (Owl
Books, 2000), emphasizes deciding upon a time management system that fits
one’s own personal style—whether it be spur-of-the-moment and easily side-
tracked or well-organized and efficient. 

The Procrastinator’s Handbook by Rita Emmett (Walker & Company, 2000) is a
great book full of very helpful suggestions and important common sense
about human nature, and our collective tendency to be procrastinators. 

A helpful resource that offers sound advice on setting and achieving goals is
Goal Setting 101: How to Set and Achieve a Goal by Gary Ryan Blair (Goalsguy
Learning Systems Inc, 2000).

On the Web

The following sites on the World Wide Web provide the opportunity to extend
your learning about the material in this chapter. Although the Web addresses
were accurate at the time the book was printed, check the P.O.W.E.R. Learning
website, <www.mcgrawhill.ca/college/power>, for any changes that may
have occurred.

http://csd.mcmaster.ca/student_achievement_series.htm
This is the website of a helpful booklet (one of several on study skills) entitled
“Organizing Your Studies and Time,” published by McMaster University. The
booklet has effective techniques and rationales for attending to time manage-
ment issues.

www.mindtools.com/page5.html
The focus of this site is how to get the most out of your time. Topics covered
include analyzing what time is really worth, prioritizing goals, and planning
effective use of the time you actually have. 
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Resources
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Where Does the Time Go?
As Carl Petersen walked into his apartment, he didn’t really have to look at the
time—he knew it was too late. He cringed. How could he have spent the entire
night with the guys? At first, he had just wanted to play a little basketball with some
buddies to burn off some energy. Then they had gone to the Outback Shack for
some wings and a couple of games of pool. The next thing he knew, it was after 
11 P.M. He and his friends had ended up sharing a few pitchers while watching the
game on the big screen TV, and he had nothing to show for the evening.

It was not as if the afternoon had been any better! When he had gotten home
from school at 4, he had been dead tired. After eating a bowl of cereal, Carl had
taken a nap. When he woke up at 5:30, he checked his e-mail and that had taken
an hour. Then, what was supposed to be an hour of hoops had turned into a whole
evening shot!

Thinking about his medical terminology test the next day, Carl started to panic.
He had to write the test and he had to pass this one. Luckily he had done the
chapter exercises and review and was pretty sure he had brought his textbook
home. What else was coming up? He clenched his fist as he remembered his logs
for last weekend’s ride-along shifts with the ambulance crew were now overdue.
What else? He was way behind on his reading for anatomy and physiology and he
hadn’t started reading the book he needed to summarize and critique for next
Monday. But he had the weekend to get caught up on everything.

Carl was resolving to change his ways when he suddenly remembered that it
was his grandparents’ 50th wedding anniversary this weekend and he had
promised—promised—his mom he’d be home for the weekend. Carl mentally ran
through the labs, assignments, projects, and tests due in the next week. He hadn’t
started any of them. His heart sank.

As he yawned and wandered into the kitchen to pour some orange juice for
himself and begin what he hoped would be a few productive hours before going to
bed, he stopped in his tracks. Where was his backpack? After a quick search, he
realized it wasn’t in his apartment. How was he supposed to study for his test
tomorrow? Carl closed his eyes and put his head in his hands—how had he gotten
so far behind on everything? He kicked at a pile of dirty clothes in the middle of the
floor. His life was coming apart completely. How was he ever going to get it
together?

1. What might you tell Carl to help solve his predicament?

2. What could Carl have done to avoid the situation he now faces?

3. What specific time management techniques might Carl have used to
prevent these problems from arising?

4. What strategies might Carl use now to take control of his limited time
during the coming week?

5. What advice could you give Carl in order to prevent time management
problems during the next term?

The of . . .
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