
 Time management is something many college students struggle with while ge�ng their degrees. Between 
 working, being a student and life outside those things, it can be hard to find a balance. Thankfully, there are 

 many methods you can use to maximize your �me and lessen stress! Check out these techniques! 

 Topics  How To 

 Using a Planner  ●  Use a planner or calendar to write when you have class, work and assignments 
 due 

 ●  Set daily reminders to check your planner to see what is coming up 
 ●  U�lize your planner or calendar to priori�ze what needs to be worked on 

 To-Do Lists  ●  Pick a format that works best for you, such as on paper or on your phone 
 ●  Your list should be in a loca�on that you see regularly and can add to quickly 
 ●  Make your to-do lists brief and specific. Write something like “complete chapter 2 

 math homework”, instead of “study for math” 

 Using an Online Calendar  ●  Put reminders on your calendar for upcoming deadlines! You may think that 
 you’ve got plenty of �me before that quiz in two weeks. However, if you don’t 
 plan for it, that quiz may arrive sooner than you think! 

 Time Blocking  ●  Block out �me on your calendar to do tasks, such as your weekly biology 
 assignments or researching for a paper 

 ●  Put together an es�mate of how much �me you spend doing each task. Be sure to 
 account for how much �me is normally wasted and cut that number out! 

 ●  By iden�fying the important tasks in your schedule, you know which task needs 
 more a�en�on from you 

 ●  Find your “prime �me.” This is the �me of the day when you feel the most 
 produc�ve. Priori�ze doing harder tasks in this �me 

 Balancing Work and 
 School 

 ●  Break large tasks into smaller components 
 ●  Ask for help when you need it! That may involve reaching out to instructors to 

 gain clarifica�on on assignments, leveraging available  tutoring services  or joining 
 study groups 

 ●  Communicate with your manager on your needs as a student. It is okay to take off 
 for larger assignments or test weeks 

 Procras�na�on  ●  Start with a �ny step. This will help reduce the pressure associated with ge�ng 
 started on an assignment 

 ●  Give yourself permission to make mistakes. For example, if you’re wri�ng a paper, 
 accept that your work won't be perfect, especially when it comes to the first dra� 

 U�lizing Breaks  ●  Taking a break from studying every 50 to 90 minutes can help you maintain your 
 produc�vity, mo�va�on and focus most effec�vely 

 ●  Breaks may last anywhere from 10 to 25 minutes, depending on your par�cular 
 study schedule and how long your study intervals are 

 Are you interested in diving deeper into any of these �me management topics and techniques? Look below 
 for more informa�on and addi�onal resources! 

https://www.bellevue.edu/student-support/tutoring-services/tutoring-and-study-skills


 Using a Planner 

 Here is a  complete guide  on how to use a planner. 

 To-Do Lists 

 Here is a great tool to create an to-do list:  Remember  The Milk: Online to-do list and task management 

 Using an Online Calendar 

 Which online calendar is right for you? Here are a few calendar tools: 

 ●  Google Calendar: Online Calendar and Appointment Scheduling App 
 ●  iCloud 
 ●  Free Online Appointment Scheduling So�ware | Calendly 
 ●  Microso� Outlook Personal Email and Calendar | Microso� 365 

 Time Blocking 

 Click  here  for more informa�on about what �me blocking  is. 

 Balancing Work and School 

 This  �me calculator  will help you understand how  you are organizing your �me throughout the week. 

 Procras�na�on 

 Here are a few helpful apps to help you stay on track  with your school work: 

 ●  Brightspace Pulse on the App Store (apple.com) 
 ●  Flora app on the App Store (apple.com) 
 ●  Toggl app on the App Store (apple.com  ) 

 U�lizing Breaks 

 Here is an ar�cle on  how to take a break from studying  . 

 There is no “one-size-fits-all” approach to �me management, and it can take �me to figure out the best 
 approach for yourself. Give yourself �me and grace to try different things! If you s�ll have concerns over 
 �me management, reach out to your tnAchieves COMPLETE Coach! Your Coach is a great tool to discuss 
 what works best specifically for you and is someone who can hold you accountable to be�er yourself. 

https://timeular.com/blog/how-to-use-a-planner/
https://www.rememberthemilk.com/
https://workspace.google.com/products/calendar/
https://www.icloud.com/calendar
https://calendly.com/
https://www.microsoft.com/en-us/microsoft-365/outlook/email-and-calendar-software-microsoft-outlook
https://www.forbes.com/sites/theyec/2021/09/15/three-ways-to-use-time-blocking-for-better-time-management/?sh=66910e0f37f9
https://gpacalculator.net/time-management-calculator/
https://apps.apple.com/us/app/brightspace-pulse/id1001688546
https://apps.apple.com/app/flora-focus-habit-tracker/id1225155794
https://apps.apple.com/us/app/toggl-track-hours-time-log/id1291898086
https://www.indeed.com/career-advice/career-development/how-to-take-break-from-studying

