
GOAL-SETTING & 
TIME MANAGEMENT



• Increase awareness of time management strategies  
• Implement self-selected strategies  
• Predict external time wasters  
• Examine how time is spent  
• Model how to set priorities  
• Organize tasks by category  
• Assess the importance of using a planning tool  
• Perform work in a timely manner  
• Schedule time appropriately  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INTRODUCTION



TRACKING YOUR TIME 
(PART I)

Where Does the Time Go?



TRACKING YOUR TIME 
(PART II)

Where Does the Time Go?



TRACKING YOUR TIME 
(PART II)

DEBRIEFING



SETTING PRIORITIES



PAIRED COMPARISON 
ANALYSIS ACTIVITY





GETTING ORGANIZED



LIGHTEN YOUR BACKPACK



LIGHTEN YOUR BACKPACK



USING PLANNING TOOLS



PLANNING TOOLS



BEATING 
PROCRASTINATION



SCHEDULING YOUR TIME



SCHEDULING YOUR TIME



SUMMARY



CLOSING


