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Quadrant I is for the immediate and important deadlines. Then, assess the amount of time you have to accomplish the lists

and, if necessary, reallocate activities. Know when things are due. One can maintain balance between one’s work and

personal life. Think of time management techniques as tools to help you do what you value the most effective time

management on job performance, productivity, job satisfaction, stress reduction, and work-life integration. You will explore

how and why you want to manage your time beter and discover what your time-management priorities are The @rst and

most obvious use of the grid is take your current ‘to-do’ list and sort all the activities into the appropriate grid. by Members

of the Bureau of Study Counsel staff*Know what you need to do. Quadrant III is for time pressured distractions. Quadrant

II is for long-term strategizing and development. By incorporating some, or all the ten strategies below, you can more

efectively manage your timeKnow How You Spend Your Time Fundamentals of Time and Task Management. by Members

of the Bureau of Study Counsel staff*Know what you need to do. Think of time management techniques as tools to help you

do what you value the most A key to managing yourself is to know who you are and where you are going. Take an inventory

of everything you need to do Principles of Effective Time Management for Balance, Well-being, and Success. They are not

really impor-tant, but someone wants it nowFinding a time management strategy that works best for you depends on your

personality, ability to self-motivate, and level of self-discipline. It is not how much time one has, but rather the way one uses

it importance. Fundamentals of Time and Task Management. One @nds enough Hexibility to respond to surprises or new

opportunities. source: Stephen Covey,Habits of Highly Effective People. The second approach is a one week assessment

strategy The principles below are derived from research on time management, motivation theory and much experience

working with university students. Know when things are due. Take an inventory of everything you need to do Principles of

Effective Time Management for Balance, Well-being, and Success. The paper also addresses challenges individuals face in

implementing time management strategies and proposes solutions With good time management skills one is in control of

one’s time, stress and energy levels. The principles below are derived from research on time management, motivation

theory and much experience working with university students. The following exercises will help you evaluate your current

time management practices.
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