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Time management skills

How to Manage your Time Apply timetabling and prioritising skills to get 
started with studying at university level

Learning Outcome

Five steps to better time 
management at university

1. Get a wall planner

2. Fill in a timetable

3. Write a “to do” list

4. Prioritise your tasks

5. Taking back control (when things go wrong)

How much time is needed 
for study?

• 12-15 hours per paper/week/semester (average)

• Think of it as a full time job

• Workload planning tool : 
http://www.massey.ac.nz/massey/learning/distance
-learning/workload-planning-tool.cfm

Step One: 
Get a Wall Planner

• Write down when your exams are, and when 
assignments are due

Step Two: 
Fill in a Timetable
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Step Two: 
Fill in a Timetable

• Block out your lecture times

• Block out your tutorials

• Block out existing commitments: anything you do on 
a regular basis

• Block out your study time in the time you have left
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• Have breaks during your study (study for 50 minutes, 
10-minute break)

• Schedule your study time during your optimal time

Two Tips

Step Three: 
Write a ‘To Do’ List

• Check out stream, your study guide

• Go to lectures and tutorials

• Read lecture notes

• Read and take notes (textbook reading, and/or journal articles)

• Do online quizzes 

• Do research for your assignment/s

The assignment planning calculator is a useful tool.

Time management 
tool

Assignment planning calculator on OWLL 

http://owll.massey.ac.nz
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Assignment planning 
calculator

Assignment planning 
calculator

• Initial planning

• Researching

• Writing

• Reviewing and revising

• After the assignment

Day Week : 6 – 10 March Done

6 Mar (Mon) 175.733 : Read Chapter 3 (Issues in Health Promotion)
 Note‐taking

7 Mar (Tues) 175.720 :  Read article on women’s rights
• Write reflection/reaction   in journal

8 Mar (Wed) *Attend StudyUp online session: Avoiding plagiarism [12 pm]

9 Mar (Thurs) 175.743 : Read article on introduction to health psychology
• Write reflection/reaction  in journal

10 Mar (Fri)

11/12 Mar (Sat/Sun) *Revise notes for 175.733 (Chapter 3)

Plan Your Week & Day

Day Week : 6 – 10 March Done

6 Mar (Mon)

7 Mar (Tues)

8 Mar (Wed)

9 Mar (Thurs)

10 Mar (Fri)

11/12 Mar (Sat/Sun)

Give it a go
Plan Your Week  & Day

Step Four: 
Prioritise your Tasks

• How do you know how long something is going to take?

• How do you decide what to do first?

• Sometimes you don’t: use the time and a half rule

• Is it a task that I need to do (read a chapter of my 
textbook)? OR

• Is there a time limit? Do I only have an hour to do some 
reading?

How long will 
tasks take?
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• Look at your wall planner: when are your assignments due?

• When are your lectures (what should you read beforehand)?

• Prioritise tasks with deadlines

• Sometimes it doesn’t matter what you do first

Which to do first?

Step Five: Taking back 
Control 

• Sometimes things go wrong and it’s our fault

• Sometimes “life gets in the way”

• Break assignments into small, manageable tasks

• Make checking Facebook/sending texts, etc., a reward

• Turn off automatic notifications (email, etc.)

• Remind yourself of the end goals: long- and short-term

• Follow the DIN approach : Do It Now!

Avoid procrastinating 
& distractions

• Is there available time in the evenings or mornings?

• Are there existing commitments you can put on hold?

• If you have kids, can someone babysit for you at the 
weekend?

Set your time for study and stick to it: no distractions

Life getting in the way

Summary

1. Get a wall planner

2. Fill in a timetable

3. Write a “to do” list

4. Prioritise your tasks

5. Taking back control (when things go wrong)


