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Bl.lt With some time man- ou may think that high school taught you

all you need to know abour time man-

age ment s ki l l S YO u don)t agement. But college is a whole new game

thn it comes to mannging your person-

have o Scran‘lble like the al schedule and academic responsibilities.

“In high school, students spend the day in

proverbial Chicken With class, maybe have an activity or sport practice,

do homework for a couple of hours, and go to

lts head Cut Off. bed,” explains Alice Flynn, director of new student
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programs at Long Island University's
Southampton College in New York. “In col-
lege, they have a couple of hours a day in
class and that’s it. There's all this other time
to spend on test preparation and papers and
everything else.”

Another difference: In high school,
someone—a parent, a teacher, or guidance
counselor—is constandy nudging you to go
to class or do your homework.

“The students who get in the biggest
trouble are those whose parents were very
involved in reminding them to do things,”
says Elizabeth Barnhart, director of the
Baldwin Center for Learning and Teaching

at Bowdoin College in Brunswick,
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To get it done, you have
to write it down. Plan
your schedule on paper.
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Maine.

learn to do it themselves.”

Getting Started
Experts say that good time
management is all about
prioritizing. But that can
be tough when you're try-
ing to prioritize everything
from classes to activities to
socializing to sleep.

The first step is figuring
out what’s
you, Dr. Edward O'Keefe,

professor of psychology

“Students have to

important to

at Marist College

in Poughkeepsie,

New York, and
author of Self Management

for College Students: The ABC

m‘ Approach, suggests listing your
goals for college. Don't limit your

W | goals to academic ones.

“You should use college
to develop the rest

of yourself, in addi-

+like. o FavcH tion to your academ-

ic self,” says O'Keefe.

Seeing your goals

on paper will help
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you want to develop

CHEARY By your musical talents,

w—IT7 tor example, you may
decide to play in the
school orchestra. If you
Pinvice ¥/

Theater major Jon Adler says the
busier he is, the better he does.

spending time on. If

' WIIQ ‘Kristin Kramer, Lehigh University,
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want to polish
your writing
skills, you may
join the campus
newspaper staff.

Next, fig-
ure out how
you work best.
College is all
about indepen-
dence—it’s up

'.1nd

you o

to you
only
decide when,
where, and how
you study. Ask
yourself these
questions:

B DO | WORK BEST WITH A FULL OR
EMPTY SCHEDULE? “My highest GPAs
come when I've been directing a play,
and my lowest GPAs are when I've found
myself bored,” says Jon Adler, a theater
major from Bates College in Lewiston,
Maine.

team consistently does poorer during the

“But my friend on the football

football season than in the off-season.”
I AM I A MORNING OR EVENING PERSON?
“The tendency is to say its good to take an
eight o'clock class,” says Southampron’s Alice
Flynn. “But some kids have a really tough
time in the morning.”

Others are like Leah McConaughey, a
biology major at Bowdoin College. “T know
that I get up early and can't stay up late at
night,” she says, “so trying to force myself to
stay awake and study late into the evening is

a waste of time.”




B CAN I TUNE OUT DISTRACTIONS EASILY?
The answer will tell you whether you'll be
able to study in a rowdy dorm, or whether
you'll have to schedule time to hit the library.

It’s also a good idea to take a look at your
“Achilles” heel”™—a quality that may keep you
from managing your time properly.

“Some students are unassertive,” explains
O’Keefe, “so they're going to have trouble
implementing a time schedule unless they
think of ways to keep people from occupy-
ing their time. Others lose time because
when theyre emotionally upset, they cant
get anything done.”

Mapping It Out
Once you have a good idea of what you want
out of college—and how you're best equipped
to get it—you can begin putting a schedule
into play. Start by getting a calendar thar lets
yOu see an entire semester at onee.
“You need to be able to look
ahead and say, “This week isnt
bad, but in two weeks I'm
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going to have to do this,

Web Watch

Time Managment for Success at

Colle e[vmmlu,mcnnls,e[lulFHEULIW

OAVIS /PY151/Scheduling.htm | nenots

College in Dudley, MA presents a list

that tells you what activities need to go

on a schedule and what activities can he real
“time-eaters.”

lime Management for College Students

(www selv.edu/fcademics/BasicStudies/DSES/Time
Hanagementinlro.himi] A 5- to 10-minute online
presentation to teach students time manage-
ment techniques.
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and [ better start that paper because [ have
three papers due the next week,”™ says
Barnhart.

As you receive a syllabus for each class,
transfer important dates—due dates for term
papers, final exam and midterm dates, read-
ing assignments, etc.—to the calendar.
Presto—your entire semester is laid out
before your very eyes!

“That way,” says Kristin Kramer, a jour-
nalism major from Lehigh University in
Bethlehem, Pennsylvania, “when you have
two things due at the same time, you can't
say, ‘Oh, I didnt realize that” You have
no excuse.”

Once you have your class requirements
scheduled, you can work daily tasks
around them. Use your goal list to deter-
mine what should take precedence in
your schedule.

“I want to be a doctor, so my science
classes are going to take priority,” says
Carrie Alme, an economics and
chemistry major from Mount
Holyoke College in South

Hadley, Massachuserts.

“Riding is important to me,

so [ take time in the morn-

ing to do that. You just go
down the chain that way.”

And dont forget about
your social life. “All work and no
play makes for an unbalanced student
lifestyle,” says Meigan Kelly, co-coordina-
tor of the freshman seminar at Temple
University in Philadelphia. “Schedule
time for fun and relaxation just like you'd
schedule a class.”

Keeping On Schedule

How can you make time management more
habit-forming? Use these guidelines:

B KEEP TRACK OF YOUR TIME. Flynn has
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Carrie Alme makes sifey ueezes rid-

ing into her morning sche
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students at Southampton College keep a
week-long log of how they spend their time.
“Very often they find they have much more
free time than they thought,” she says.

B WRITE STUFF DOWN. You can go high
tech (a laptop or handheld organizer) or low
tech (day planner or notebook). But have
something handy at all times to write notes
to yourself or jot down to-do lists.




B BALANCE YOUR CLASS LOAD. Kelly says
that scheduling all your classes on two or three
days rather than throughout the week can turn
ugly. “When you have tests or things due in
the classes you have crammed together, it
makes it difficult.”

B MAKE USE OF DAYTIME HOURS. “College
freshmen are in the old habit of waiting until
nighttime to do their work,” says Flynn.
Instead of vegging in your room or hanging

out in the student lounge, use that hour

berween classes to hit the books.
B TAKE A BREAK. Make
sure your schedule includes

short breaks between study
sessions. Jennifer Adams, a

history and design major

renting a video, going out

with friends—it’s very

relaxing for me before 1

jump into something
else.”

Il T ALK TO YOUR PRO-

from Mount Holyoke, likes
to reward herself when she
finishes a big project.
“Going for a walk around the
lake, drinking some hot cocoa,
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DO MY BEST M FIGURE OUT WHAT MAKES M TRY DOING THE FIRST

YOU PROCRASTINATE.

DRAFT OF A PAPER IN

ADVANCE.

B LEARN TO BREAK TASKS

Il CHANGE YOUR STUDY ENVI-

INTO MANAGEABLE PARTS.

RONMENT.

FESSORS. As a fresh-
man, McConaughey

remembers being intim-

idated by her professors.
But eventually, she realized

they were human—and, for the
most part, more than willing to help her
if she got into time management jams.
B GET CREDIT FOR WORK YOU DO OUT-
SIDE OF CLASS. Adams took on the
task of maintaining her school newspa-
per’s Web site. She was able to use that
work for her final project in a journal-
ism class.
M LISTEN AND LEARN. “Put your notes
on tape or tape lectures,” says Marist’s
O’Keefe. “Carry them with you and
whenever there’s dead time pop the tape in
and listen to your notes.”

And perhaps the most important time
management advice of all: Don't sweart
the small stuff. Things like laundry,
cleaning your room, and calling your
friends back home can fall through the
cracks of even the best time manager’s
schedule, and that’s OK.

“The only person who sees my laun-
dry is me,” says Adams. “It needs to get
done, but is the world going to stop if it
doesn’t? Probably not.”

Jennifer Nichols is a regular contributor to
CAREERS & COLLEGES.
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