Section 10- Time Management
Have you ever heard someone say, “Work smarter, not harder?”  Managing your time wisely is essential to working smarter.  Without good time management skills, you could work hard all day and still not accomplish everything you’d like to.  Time management goes beyond sticking to a schedule.  It also includes skills like prioritizing, planning and overcoming the urge to procrastinate.  
People with good time management skills are often less stressed than people that haven’t mastered these skills, even though they have just as much to do.  With good time management skills, people can find time for themselves and strike a balance between their work and home lives.        
Employers actively seek out people with good time management skills because they get more done.  It’s not enough to be busy all day; employers want results.  A concept called the “80-20 Rule” states that 80% of unfocused effort generates only 20% of the results.  This means that 80% of results are generated with only 20% of the effort.  How is it that so much more can be generated in terms of results with so much less effort?  Simple- effective time management.  Effective time management focuses efforts, allowing us to work smarter and be more productive.     

Beating Procrastination

Procrastination is a natural human reaction.  It’s easy to want to put off work for something you enjoy doing more or you’re more comfortable doing.  In fact, procrastination isn’t always linked with the need for achievement, energy, or self-esteem.  This means that you could be a driven, energetic person with high self-esteem and still have a tendency for procrastination!  For some people procrastination is a chronic problem.  This relates to employer expectations-- chronic procrastinators don’t produce the results that employers expect, so they’re the first to go when layoffs come (if they don’t get fired before then).  Fortunately, procrastination, and even chronic procrastination, is fixable with some practice.  Next time you have an important task to take care of and you find your mind (or your body) wandering towards something else, try following these steps:

1. Recognize that you’re procrastinating.
Do you fill your day with low priority tasks?  Do you sit down to complete a high priority task, and then get up right away to get a cup of coffee?  Wait until you’re in the “right mood” to do something?  If so, you may be procrastinating.  Don’t fret though—recognizing that you are procrastinating is the first step towards taking action to stop it.  
2. Figure out why you’re procrastinating.

The reason you put a task off can depend on both you and the task.  Being able to identify where the problem lies is essential to tackling the procrastination problem.  One reason people procrastinate is because they find a task boring or unpleasant.  Unfortunately, unpleasant and boring tasks are a part of life.  Often, it’s better to get them out of the way first rather than put them off.  
On the other end of the spectrum, some people procrastinate because they feel overwhelmed by a task.  It may be tempting to put off a task because you don’t have the skills or resources to tackle it in favor of a simpler task.  This doesn’t do anything to take care of the problem, and can often make it worse.

Some people have problems with procrastination because they have poor decision making skills and simply can’t decide where to start.        
3. Put off putting off!
The strategies below are just a few techniques to help you conquer procrastination.  If you find another method that helps you stay focused, go for it!

· Make up your own rewards.  For example, promise yourself that bag of Skittles you’ve been craving after you’ve completed a task.  Make sure you notice how good it feels to get something done too!

· Ask a friend to check up on you.  Peer pressure works!  This is the same concept many weight loss and self-help group use to help keep people motivated.
· Identify the unpleasant consequences of not completing a task.

· Set specific goals and hold yourself to them.  

Prioritizing

Not all tasks need to be completed right away.  In fact, in order to do everything you probably have to do you’d need to put something off until later.  Putting off an unimportant task isn’t procrastination- it’s prioritizing.  The priority a task should receive depends on many factors.  Try asking yourself:  

· Is there a deadline?
· Is anyone else waiting for me to complete this task?  

· Is there something more urgent that I should devote my attention to?

Another method for prioritizing tasks is the Priority Grid.  It divides tasks into four different sections:

· Urgent AND Important

· Important but NOT Urgent

· Urgent but NOT Important

· NOT Important or Urgent

You can give using the Priority Grid a try on the next page.
Priority Grid
Directions:  Review Wes’s To-do list.  Place each of the tasks in the section of the Priority Grid you think they should go on.  After that, put each item in order of highest to lowest priority based off of where you placed it in the grid.  

	Wes’s To-do List

	· Report for court meeting in 3 hours 
· Library books due by end of day

· Work on resume/mock employment application for meeting next week
· Iron shirt for work tomorrow

· Play Halo

· Buy diapers- we’re out!

· Get oil changed- 3,020 miles since last change
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	Important but NOT Urgent
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