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Don’t waste 
my time

by Jeremy Roca

Time Management, and 
how to do it.
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What is Time Management?

- Time management is simply 
the ability to use one's time 
effectively or productively, 
especially at work or school

- Having good time management 
skills while in school could 
determine the grades you get, 
how many extra curricular 
activities you can be in, and 
also how well you feel just on a 
day to day bases

- I will be going over some ways 
to effectively use the time you 
have
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A Calendar

- While it seems so simple, having a well made 
calendar is one of the best ways to plan ahead 
of anything that might come up

- Use it to right down due dates, club meetings, 
work hours, etc.

- Having your calendar made at the start of the 
semester can help you plan ahead to get big 
projects done before using your time for leisure 
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Proper Way to Fill Out a 
Calendar

- When term starts, you should be given 
syllabuses for all of you classes, which have all 
the due dates for homework and the dates of 
major tests and projects.

- Go class by class, and add all the due dates to 
your calendar

- Also record the dates of any test reviews, or 
extra credit due dates, as both of those are 
incredibly important

- Doing this, you will know what is coming up in 
the future, and can plan study time and leisure 
time accordingly 
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Planners
- While everyone has probably used a planner 

before, most people just throw it off to the 
side. Proper use of a planner can save you a lot 
of time a stress by knowing what is coming up 
soon.

- Having a planner and a calendar can make it 
easy for you to plan out proper study time and 
know when big assignments are coming up.

- Planners come in many different varieties, so 
finding one that suites you best is no problem 
(I personally like the ones that have big boxes 
of each week, makes it easier to write 
everything down on)
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Proper way to use a planner

- Now that you have all of your due dates in 
you calendar, write all of them in your planner 
(I know, it’s tedious but well worth it)

- After that, what I do is space study time 
leading up to big projects

- When I am in class, or in a club meeting, I 
can take my planner and write down anything 
that might be coming up, and see if I have 
time to fit it in

- The sad reality is that you probably wont be 
able to do EVERYTHING you want to do, there 
just isn’t enough time. Using these strategies 
will allow you to fit more activities you want 
to do without giving up time for your school 
work
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Whiteboards!

- Whiteboards are by far the most versatile way 
to keep track of your crazy life.

- Whiteboards are the best way to keep you 
motivated about getting work done

- You might think that having all of these things 
is a bit of overkill, but not having to stress 
about due dates because you have already 
finished all the work is really worth it
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All the Wonderful Uses 
of Whiteboards

- Use this to prioritize upcoming projects, either in 
order from most difficult to least difficult, or by due 
date.

- Use it to write inspirational quotes, or for daily 
reminders such as, “eat” or “drink water” (believe 
me, it happens)

- You get the satisfaction of marking out “7 page paper 
about mushrooms” and feeling triumphant to defeat 
such a foe

- Use it to brainstorm ideas for papers or projects

- It is completely customizable, add photos of your 
dog, friends, but dumb stickers and buttons on it. 
Doing this is a stress relief and lets you relax a little.
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What's the point of all of this? 
Why is the presentation called 

“Don’t waste my time?”

As I said earlier, there isn’t time to do 
everything. Going to college is amazing, 
you meet a lot of people and get closer to 
your friends, but more importantly you are 
there to learn about your major, and are 
there to better yourself so one day you 
can get your dream job. Failing classes 
because you didn’t use proper time 
management is inexcusable, so using 
these resources will put you ahead of the 
game, and also stop you from wasting 
your own time.
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