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“Time Management is a misnomer. The 

challenge is to manage ourselves.”

Stephen Covey, author of The 7 Habits of Highly Effective People



How can we manage ourselves 

effectively and efficiently?
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Time Management: Setting goals

Source: The Wall Street Journal

What do you want to accomplish?

In your life?

In your career?

In graduate school?

This year?

This month?

This week?

Tomorrow?



Time Management: Prioritizing 

Say no to nonessential tasks.

Not every task requires your best effort.



Time Management: Planning

The Nesting Doll Approach

1. Time everything

2. Find gaps

3. Fill gaps

Source: GradHackerSource: The Wall Street Journal



Time Management: Efficiency

• Work smarter, not harder

• Cut big jobs into small chunks

• Group like tasks

• Set time-limits, but be flexible

• Set boundaries

• Recognize and eliminate time 

wasters



Time Management: Stop!

Know how to troubleshoot

Know when to take a break

Know when to give up
Source: WSWCGS



Time Management: Evaluate

• Have I accomplished any/all of my monthly, weekly, daily goals?

• Am I progressing forward in my project?

• What is left to be answered/ needs to be modified?

• Where is my time going?



Conclusion

“Time Management is a misnomer. The 

challenge is to manage ourselves.”

WHEN I SAID I WOULD PROCRASTINATE LESS 


