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First things first

What one thing could you do (that you are not doing
now) that, if you did on a regular basis, would make a
very positive difference in your personal life?



First things first

Before we get started....




First things first m

Time Management

One definition: the practice of using the time that you have available in a

useful and effective way, especially in your work

Another: the process of planning and exercising conscious control of time

spent on specific activities, especially to increase effectiveness, efficiency,
and productivity.

Time management as self management



First things first

Self management




IMPORTANT

NOT IMPORTANT

Eisenhower matrix

URGENT NOT - URGENT
Quadrant of Necessity 1 Quadrant of Qualityand 2
Personal Leadership

Impending deadlines (that are important and Eu:@ng Iong—lte.rm S;’_IUt'OnS/SVStemS
have long-term consequence to your life) Bu.;c(lj\{atmg relationships
Crisis/Emergencies PUI 'nglcglfue; I
Certain e-mails that may change your life I ersonal/ hl Ii\ve 0|i)|ment
(iob/deadline) mproving health/wellness

Quadrant of Deception 3 Quadrant of Waste 4

Interruptions/Distractions

Most emails

Some meetings

Spending a lot of time on inconsequential
tasks

Dealing with some requests

Most internet surfing

Most social media

Watching/reading news (to some extent)
Excessive gaming/streaming




What do some activities look
like for each quadrant in grad
school?



URGENT NOT - URGENT

IMPORTANT

Reading papers

; Attending workshop on time management |
mistake you made on a grant proposal

NOT IMPORTANT




First things first

What one thing could you do (that you are not doing
now) that, if you did on a regular basis, would make a
very positive difference in your personal life?

Did this fall in Quadrant II?



Putting it into practice m

Keeping the goal and your life in perspective

 Why are you going to graduate school?
* Support yourself and family?
* Intellectual stimulation?
* Have an impact/make a difference?

 Make time for cultivating these activities now.



Putting it into practice m

How do | actually do the stuff in Quadrant II?

* There’s only so much time: needs to come from Quadrants 3 and 4!
e Saying yes to one thing means saying no to something else
 Be intentional with your time: align it with your priorities

* What will you be giving up/doing less?



Putting it into practice

Now write down 3 things that are your
priorities moving forward

And one that you will be
eliminating/doing less



Putting it into practice

How do | do everything that | decided | want to do?



Putting it into practice

A day in the life....

This is John:

e Second year PhD student

* Has a paper due in one of his classes

* Needs to prepare a presentation for another class
* Needs to read paper for journal club

* He’s the treasurer for his student club

* Will be TA'ing his first class in a couple of months
* His roommate is moving out

e His funding is running out after next semester

* Needs to plan his significant other’s birthday party
* His parents are visiting next week

* He still needs to find a dissertation project

* |s out of milk




Putting it into practice m

How do | do everything that | decided | want to do?

III

“Failing to plan is planning to fai

“Your mind is for having ideas, not
holding them” -- David Allen




Putting it into practice

Identify tasks, then break them down




Putting it into practice

Your turn

1. Write down the task/project/situation that is
weighing the heaviest on your mind

2. What is the desired outcome?

3. What's the next step?



Putting it into practice

What did you just do?

|dentified

e Coll
task Collect

Clarified

goals ® Process

ldentified
what to do

e Organize

Getting Things Done,
By David Allen



What Is It?
S l
PRGJECTS [ Y55 (MI=1eP) 2 s ctionable?
lT B Review for Actions n YES

Less than

Delegate

What's the

Drop

Next Action?

Do

2 minutes (
> DOIT
\ ]

Specific Date or Time

ASAP
Y

AN

Delegate

Waiting For Lists Next Actions Lists/Folders/Trays

l

CALENDAR

Defer

Datebook / PDA



Putting it into practice

Do, delegate, defer, or drop?

Let’s look at some examples....
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potential
members for
dissertation

ommittee
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use photoshop
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Resources

Practical Advice

1. Accept that everything can be improved

.
2.

Stop shooting for “perfect”
Begin and end each week by re-evaluating your
inbox and workflow/projects
Weekly plans allow you to have a big picture view
of what you want to accomplish + give you

actionable items
At the very least, create a physical or electronic
“inbox” to clear your mind of “stuft”



Resources m

Practical Advice, part li

1. Writing and Reading should be your non-negotiable work
activities

2. Start your days with Qll activities

3. Recognize your high/low energy times and plan your tasks
accordingly

4. Don’t waste time (yours and others’): come prepared and
make meetings/class time count

5. Don’t give up if your system doesn’t “stick” at first, you
might have to try a few different ones

6. Revisit your quadrants as needed



Resources

Some recommended reading
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Q Search for skills, subjects or software

in] Learning

Type ¥ Content by ¥ Time to Complete ¥ | Level ¥ All filters Reset
Browse / Business / Professional Development
Other resources Time Management

Get the training you need to stay ahead with expert-led courses on Time Management.

"-./e Guide your Time Management learning with a Skill Evaluation
—/  Get course recommendations based on your confidence in addressing Time Management topics. There are no wrong answers, and only Start Skill Evaluation

you can see your results.

446 Results for "Time Management Sort by: Best Match »

COURSE

Time Management Fundamentals

m LinkedIn - By: Dave Crenshaw - Feb 2022

43 Wk Wk o (6185) - 148338 learners
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Improve Your Organizational Skills

m LinkedIn - Apr2019
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Is, Time Management
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Managing Your Time

m Linkedin - By: Todd Dewett - Aug 2013

26 ek Rk oy (1675) - 496,601 learners
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