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Time Management Tips 
 

1. Set goals. 

 What are the important things that you want to spend time doing?   

 Goals should be “SMART”: Specific, Measurable, Achievable, Realistic, 

and Time-bound. 

o Example of a vague goal: “Communicate more with union 

members.” 

o Example of a SMART goal: “Spend one hour each week 

contacting the members in my department about union issues.” 

 
2. Break your goals down into tasks 

 Even a SMART goal can seem overwhelming.  Figure out what tasks 

need to be done, and in which order, to achieve the goal. 

 
3. Use to-do lists for your tasks 

 Make a list of tasks that need to be done to achieve your goal, and 

check them off as they are completed. 

 Make daily To-Do lists of things that need to be done immediately. 

 Use the task function in your electronic calendar as a way of creating 

to-do lists. 

 
4. Prioritize. 

 Prioritize your goals in order to decide which is most important in case 

time constraints prevent you from working on all of them at once. 

 Prioritize your tasks and to-do lists to ensure the most important or 

time-sensitive tasks are done on time. 

 
5. Set deadlines. 

 Set deadlines for tasks that need to be done to achieve your goal.  

Planning deadlines for each task will help you to set a realistic deadline 

for achieving the overall goal itself. 

 
6. Delegate tasks. 

 You don’t have to do everything. If someone else can do something, let 

them do it. If they don’t offer, ask. 
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 Delegating meaningful tasks is also a way of empowering and 

mentoring other people.  The time you spend showing someone how to 

do something you normally do will pay off when they take on the 

responsibility in future, lifting it from your shoulders.  

 
7. Organize your time. 

 If you are having trouble finding time to do the things you want to do, 

use a time log or the Pie of Life exercise to see how much time you are 

spending on other things.  Decide whether you can cut back the time 

you spend on some things to make time for others. 

 Use a calendar – electronic, paper, on the wall or in your pocket. 

 Schedule your tasks in your calendar. 

 Put 15 minutes aside each day to check your calendar and update it 

with appointments or tasks. 

 Take interruptions into account when scheduling your time. If possible, 

plan “do not disturb” time for uninterrupted work, and “drop in” time 

where people can come by to consult with you.  

 Don’t forget to include socializing and down time in your schedule. 

Relaxing and socializing is important too! 

 
8. Avoid procrastination! 

 There is always something much more interesting to do than the task 

at hand.  Avoid obvious time-wasters such as instant messaging, social 

media, or visiting with friends and colleagues during task time.  

Schedule socializing time and don’t let it encroach on task time. 

 If you use social media for your work, ensure the work part gets done 

before socializing. 

 Be conscious of doing lower-priority work as a way of procrastinating 

from doing the high-priority task at hand. Cleaning the kitchen floor is 

important, but it is not a good use of time when you need to study for 

an exam the next day. 
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