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 Time Management Tips
 “In the simplest terms, a leader is one who knows where he wants to go, then gets up and goes.” –John Erskine
1. Use a planner.

a) Prevent yourself from double-booking ahead of time.

b) Include ALL school and extra curricular activities on one planner, so you can get an overall perspective. 

2. Make a list of everything that needs to be done.

a) Include deadlines
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Make sure to mark through activities as you finish them.

3. Work on one thing at a time.

a) Do not overload yourself trying to complete several things at once.

b) Stay focused on the task at hand. Worry about other tasks as you come to them. 

4. Prioritize activities (school, CKI, sports, social, etc.).

a) Designate what is most important to you at the time.

b) If you are unable to attend activities or to complete certain duties that you have been assigned, make sure to let the appropriate people know. Others count on you, and if various activities do not fit in your priorities, you owe it to them to tell them. 

5. “Make the dreaded call first.”

a) Do not waste time stressing about the most difficult tasks – Get them out of the way, then move on.  

b) Other tasks will be easier to complete when you’ve finished the most difficult.

6. Review tomorrow’s plan at the end of each day.

a) Make tomorrow’s list ahead of time, so you know where you’re going.

b) You will be more efficient if you have your schedule firmly planted in your brain

7. Keep things in order.

a) Precious time can be wasted trying to re-organize your life

b) By keeping things in order you ensure that you are working with all available information, and you are less likely to leave out a piece of the puzzle. 

[image: image3.png]


2012-2013 CDCKI Membership Development and Education Committee

