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Time Management

• Goal: To find the 

ideal balance 

among the things 

you want to do and 

the things you need

to do. 



What kind of things “eat up” or 

waste your time?

There are 168 hours in every week. 

There is no way to get more time 

into a week. There are just choices 

and decisions we make that 

determine ways to better use or 

manage the time that we have. 



What are your best 

procrastination excuses? 



Why is learning to manage your time so 

important, but sometimes so difficult?

The practice of time management is not new to you. You 
were busy prior to UT, and did your best to squeeze 
everything—academics, family, financial, social, and 
recreation—into your limited calendar space. 

Then why is time management so much tougher at the 
university level?  

It’s the academics.

Quantity:  higher volume of required reading, papers, exams, taxing 
assignments

Quality: higher professor expectation = greater time commitment



What are some time 

management strategies you use?
• Set goals

• Use a planner (paper or electronic)

• Treat school like a full-time job (8am-5pm)

• Be intentional with your study time

• Study in places where you can concentrate

• Organize your days and weeks

• Utilize daytime study hours

• Take advantage of waiting time

• Avoid marathon study sessions

• Learn to say “no”

• Study smarter, not harder!

‘Time Management’ is really a 
misnomer – the challenge is not 
to manage time, but to manage 

ourselves.

Stephen Covey



Scheduling Your Time

• Long-Term: Planning your Semester

• Exams, quizzes, papers, projects, etc.

• Short-Term: Planning your Week

• Classes, study time, work, meetings, etc.

• Daily: Planning your Day

• Prioritized daily task list.



Long-Term Planning



Short-Term Planning



Daily Planning



Schedule Time for YOU!

College life is busy! Make sure you schedule  
breaks and time for yourself so you can be 
happy and healthy!

• Exercise

• Sleep (Rest is important!)

• Eat a healthy diet

• Cultivate friendships

• Stay in touch with family

• Stay connected to your community, church and 
other organizations



Summary

• Time management is a learned skill. You 

have to practice it to learn it and get better 

at it!

• Utilize a weekly planner and semester 

calendar and stick to your schedule!

• Keep a daily to-do list. 



What now?

• Track your time usage using the weekly 

time schedule or a planner. 

• Complete your semester calendar.

• Schedule an appointment with an 

Academic Coach!

• Online: Via Grades First

• By phone: 865-974-6641

• In person: 324 Greve Hall



324 Greve Hall │ 865-974-6641 │studentsuccess.utk.edu



Questions?


