
Time Management  

Time is a precious commodity. No matter how much money you have, one thing you can’t 
buy is time. That is why it is so important to learn how to use time wisely. Sometimes we let 
time get away from us- doing things that are not productive- and then feel rushed and 
panicked when deadlines draw near. The following tips can help you better manage your 
time so you can get more done without the anxiety of doing things last minute. 

  Discover your “prime time”- the time of the day when you are most productive- and do 
homework or study then. 

  Study difficult (or boring) subjects first. 

  Don’t do things for long periods of time without a break. 

  Make use of waiting time at doctor’s offices, bus stops, etc… to do small tasks. 

  Unplug the phone or turn it off while doing something important. 

  Use your Sierra Linda High School planner. 

  Make a “to-do” list. 

  Prioritize your “to-do” list and check items off as you complete them. 

  Learn to let something go and say “No” if you don’t have the time. 

  Avoid wasting time. 

  Work smarter-not harder. Look for ways to do things efficiently. 

  Set goals and deadlines to meet those goals. 

  Confront problems- don’t avoid them! 

Remember, even though you may be busy, it is important to set aside time for yourself each day doing things you enjoy. This 
may include exercising, listening to music, cooking, or other activities you find fun. Not taking time to relax may lead to stress 
and health problems that can eventually affect your ability to get things done. Taking care of yourself will help you to be more 
productive down the road! 

*Taken and adapted from “Stress & Time Management”, a flyer done by JaNeal Hale, Counselor at Red Mountain High School, Mesa, AZ. 

 


