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What is Time Management?
Strictly speaking, we cannot really manage time -- we can only manage ourselves. As we acquire new skills in time management, we gain control over our lives. A key to managing yourself is to know who you are and where you are going.
The following exercises will help you evaluate your current time management practices. You will explore how and why you want to manage your time better and discover what your time-management priorities are. You will learn to determine the time of day you have the most energy for accomplishing important tasks, as well as what your life goals are and what steps you need to take to accomplish them.
First step  -- Evaluate Yourself!
A good way to begin taking charge of your life is to give yourself several good reasons to want to manage your time better (for example, to have more time with your family and friends, to have more time to yourself, to be more productive). List your reasons below. Focus on what you want and need most in your life right now.
1.																											
2.																											
3.																											
4.																											
 (
Time management is "a vehicle that can carry you from wherever you are to wherever you want to go."
Brian Tracey, 
Time Power
)

Time Management -- Assess Your Current Behavior
Use this Time-Management Behaviors Matrix to assess your current time-management skills.
Instructions:
1. Read each statement and assess how well it describes you and your time-management practices. In the second column (How often?), indicate how frequently you practice each behavior. Go through all of the statements.
2. Read each statement a second time and assess its value to you. In the third column (How important?), indicate how important each practice is to you.
3. Multiply the second column by the third column and enter the results in the fourth column (Rating.)
4. Circle the values in the fourth column that are less than 5.
	Behavior
	How often?
1 = Seldom
2 = Sometimes
3 = Frequently
	How important?
1 = Not at all
2 = Somewhat
3 = Very
	Rating

	I have three or four clearly established personal and career goals that I am striving to reach
	
	
	

	I use a "To Do" list daily
	
	
	

	I make use of a daily planner or calendar to record important events and tasks
	
	
	

	I rank my priorities daily from most to least important
	
	
	

	I delegate as many responsibilities as I can
	
	
	

	I have adequate time to be with friends
	
	
	

	I have adequate time to be with loved ones
	
	
	

	I am aware of my daily energy levels
	
	
	

	I complete my most important tasks when I feel most energetic
	
	
	

	I work on my most important tasks before I work on the easy ones
	
	
	

	When I face an unpleasant task, instead of putting it off, I break the task into manageable, bite-size pieces
	
	
	

	I plan ahead by setting aside time on my calendar to complete major tasks
	
	
	

	I take good care of myself by rewarding myself for completing realistic objectives
	
	
	

	At the end of most days, I look back on my To Do list and fine that I have accomplished the most important tasks
	
	
	

	I take good care of myself by rewarding myself at least twice a week.
	
	
	

	When necessary, I set limits by saying, "No, I just don't have time right now to do that."
	
	
	

	When waiting for a stop light or for an appointment, I take two or three deep breaths and relax deeply. 
	
	
	

	I schedule and limit the amount of time each day that I devote to phone calls and email.
	
	
	

	I schedule and limit the amount of time I spend online each day (Internet, Facebook, Pinterest, etc)
	
	
	

	I strive to handle each item in my mail only one time.
	
	
	

	I am organized well enough that I can find my bills or an important letter in less than five minutes
	
	
	

	Each member of my household has clearly define household duties
	
	
	

	I ask for help when I want it.
	
	
	



Key: A score of more than 5 on an item suggest that you value that time-management practice and do it frequently. Congratulations!  The circled items (with a rating of less than 5) describe practices that you do not find important or have not found time to put into practice. 



