
Time Management

LIBRARY AND LEARNING SERVICES | TIME MANAGEMENT
www2.eit.ac.nz/library/ls_guides_timemanagement.html

Want more information?
974 8000 ext 6045
twist@eit.ac.nz

This guide

• explains the importance of good time management while studying;

• describes why and how to plan; and 

• describes how to become  an effective planner.

Why is time management important?
Time management techniques are important to being a successful student. 

Time management involves deciding your goals, working out what tasks you need to do by when, 
and planning to make sure you achieve them.

Prioritizing tasks and having a good balance of study, family, work and leisure activities is 
important.

Planning

Planning will help identify what you need to do, how important it is, and when we need to do it.
This gives many benefits:
• greater achievement
• higher efficiency
• more leisure time
• greater satisfaction from achieving tasks/goals
• increased confidence in ability to handle different tasks

Planning is essentially the timetabling of tasks to achieve a certain goal.

Planning allows you to see time pressures before you encounter them and make adjustments to 
your plan to avoid crises rather than having to deal with the unexpected.

Identifying tasks to do
Break large tasks into smaller tasks. Be specific when identifying what you have to do.

For example, 
• Read and take notes of chapter three 
• Complete section one of essay 
• Ask tutor about...”
• Analyse essay question and write initial plan



Learn to prioritise. This is 
sorting out what’s important, 
what’s urgent, and what isn’t.

Prioritising Tasks

Use A, B, C to prioritise tasks according to what you think must be done first.

Use an Urgent/Important Grid to help weed out the unncessary demands on your time.

http://www.mindtools.com/pages/article/newHTE_91.htm

http://www.inspired2learn.info/docs/TimeManagementMatrix.pdf

Planning Tools

• Year planner to plan for the semester. Include your assignment deadlines, exam times, other 
commitments.

• Weekly planner or diary. Have a list of things to do, with completion dates. Include planned 
study times for exams

• Daily “to do” list.  Prioritise tasks so important and urgent tasks are tackled first.  A useful 
tool is the Urgent/Important Grid.

• Don’t underestimate the time needed for study.

• Be specific about study times, and stick to them.

• To help commit content to memory, set aside time to review notes from class every day.

• Start your plan with things you have to attend like class, work and family commitments, 
then add blocks of study time.

• Make sure your plan has a balance of study and time off.

Effective planning

Acknowledge your concentration span. Do you have a short attention span of 20–30 minutes? If 
so, take lots of small breaks. 

Know your energy cycle. Some students study better in the morning, some better at night. Think 
about when you study more effectively, and try to arrange your study time around this.

Time stealers are the enemy of time management. These are the things that put you behind or 
stop certain tasks from being done when they should. Be aware of your time stealers.

Procrastination is putting off tedious, difficult or boring tasks and doing something more enjoyable 
like surfing the web or reading lots of interesting yet irrelevant material. Stay with the purpose 
and focus of your study. If you find other exciting stuff to read, take a note of it and get back your 
original topic.

One of the main causes of procrastination can be perfectionism. Some students are too scared to 
start because they are afraid they will get it wrong. This causes stress levels to rise and can cause 
anxiety. If you tend to procrastinate, think about why you do this, and try and do something to 
reduce the cause.
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