Using your time wisely


What do you think when you hear the word “time”? Is it important to you? How do you spend your time each day? If you know how to manage your time, you are most likely a happy person. 

The ability to manage time…it seems like an easy task. But, in fact, time management is a complex science. And, if a person possesses these skills, his/her life becomes easier and more interesting. If managed properly, there is enough time to do all the activities you enjoy.

However, consider the following: many people feel that they are busier than ever and/or that there is too much to do and not enough time.

You can help yourself by becoming aware of how you prioritize your time. Think specifically of the time you devote to your studies, work, and activities with friends, family, etc.
It is important to remember the following: you must be prepared for difficulties in your pursuit of gaining time management skills. In order to adopt these skills, you need to work hard and be cognizant of how you typically spend time. Sometimes you may feel as if you have no other choice than to surrender to the chaos of life – but, remember, the positive result of being able to manage time will make you a happier person. 

Let's turn our attention to the following techniques that can help make your life easier:

Blocks of study time and breaks.  As the university term begins, and your course schedule is set, develop and plan for, blocks of study and free time in a typical week. The common duration for study blocks is around 50 minutes; however, if you become restless after only 30 minutes, adjust the amount of time you study, according to your attention span. While studying difficult material, you may require more frequent breaks. During your study breaks, take advantage of the opportunity to have a healthy snack, relax, or otherwise refresh and re-energize yourself. Most importantly, plan your study blocks when you are most productive: are you a morning person or a night owl? As you study, make a note of when you feel most productive and the duration of these periods. Also consider what makes a good break for you; can you effectively stop the activity and return to your studies after the break has concluded?

Dedicated study spaces. Find a quiet location where you can maximize your concentration and be free of all distractions (no cell phones or text messaging!). Where are the best study spaces you can think of? 

Weekly reviews. Weekly schedule reviews/updates are important strategies. Each week, for example on Sunday night, review your upcoming assignments, your class notes, and calendar. Be mindful that as deadlines and exams approach, your weekly routine must adapt to them! 
Prioritize your assignments. When studying, get into the habit of beginning with the most difficult subjects or tasks. You'll be fresh, and have more energy to take them on when you are at your best. For more difficult courses of study, try to be flexible: for example, build in enough time so that you can get feedback on assignments before they are due. Which subjects are the most challenging for you?

Accomplish "stage one"- get something done! The Chinese proverb, “The longest journey begins with a single step,” has a couple of meanings: First, you launch the project! Second, by starting, you may realize that there are some things you have not planned for in the process. Details of an assignment are not always evident until you begin the assignment. Another well-known proverb is, "Perfection is the enemy of good," especially when it prevents you from starting an assignment! When you plan ample time for review, you have the ability to start the project by writing a rough draft. You will then have time to edit your draft and further develop your ideas at a later time. For each assignment you have, consider the first step you can take to get yourself started.
Postpone unnecessary activities until the work is done! Postpone tasks or routines that can be put off until your university work is finished! This can be the most difficult challenge of time management. As learners, we often get engaged in unexpected opportunities that look appealing; however, participating in these activities can lead to poor performance on a test or paper, or reduced preparation for an important task. Distracting activities will be more enjoyable later without the pressure of the test, assignment, etc. hanging over your head. Think in terms of pride of accomplishment. Instead of saying, "No," learn to say, "Later." What is one distraction that interferes with your studying?

Identify resources to help you. Are tutors available? Maybe your friend is an expert on the subject matter with which you are struggling. Have you tried a keyword search on the Internet which may lead you to different explanations of a topic? Are there specialists in the library that can help you find resources? What about professionals and professional organizations? Using outside resources can save you time and energy, and solve problems. Write down three examples of resources that may be able to assist you in your studies. Be as specific as possible.

Review your notes and course readings just before class. Your notes and readings may prompt a question or two about something you don't quite understand, to ask about in class, or after. 
Review lecture notes just after class. Reviewing lecture material immediately after class, or within the first 24 hours, is critical. The possibility of forgetting material is greatest within the first 24 hours! 

Create a simple "To Do" list. Create and then print a simple “To Do” list; post it in a place where it is easily visible.

Use a daily/weekly planner. Write down appointments, classes, and meetings on a chronological log book or chart.  If you prefer a more visual outline, sketch out your schedule. Try to always go to sleep knowing you're prepared for tomorrow and, first thing in the morning, check what's ahead for the day. 
Use a long-term planner. Use a monthly chart so that you can plan for the entire semester. Long-term planners will also serve as a reminder to constructively plan your time.

Time is unique in that you can’t save it, store it, borrow it, or lend it. The one thing you can do with your time is to change the way you use it. You can develop new habits for adjusting your schedule to meet both your academic and non-academic needs. 

If, after adopting these strategies, you still feel overwhelmed, out of control, or out of balance, you can always turn to the AUCA psychological counselor, Renata Mambetova. You can find Ms. Mambetova at the Medical Services Office during the following days/times:
• Mondays from 12 p.m. until 5 p.m.
• Wednesdays from 9 a.m. until 2 p.m. 
• Thursdays from 1 2p.m. until 5 p.m.
If you would like to make an appointment, please write an e-mail to: mambetova_r@mail.auca.kg
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