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o - Time is not the problem itself, because each of us prossess
C {:} equal amount of time to spend for everyday.
),

- Time management is about how you would allocate or

o

Q distribute and spend your time wisely.
What is time management? l’
- Time management is the management of self, ®

I.e. disciplinary life.

- Time management is about changing your
habits, aims for improving effectiveness and

efficiency.

Efficient ‘ Effective |
Do things Right Do the Right thing

Effective people are efficient because they prioritize their tasks and eliminate
insignificant activities.

- Time management is about advance planning and scheduling.

Enemies of time management

Trap 1 : Misconfiguration of time
Distracted by trivial and handling many things at the same time
(i.e.multitasking)

Trap 2 : Procrastination
Wasting time, delay, accumulation of uncompleted work or matters
needing to be dealt with.

Trap 3 : Be Hands-on
Everything and tasks done by own self, don't know how to
cooperate with others or lack of division of labour in a task.

Trap 4 : To grant whatever is asked for
Don't know how to SAY NO, often have to deal with unnecessary
social functions or requests.




b,iectives Establish long-term, inter-mediate, and
short-term goals

@ |an Develop a concrete and realistic
actionplan

AN H . .yw a
@{ ction Analyse the work at hand, piroritize and implement the
action plan according to its urgency and importance

Time Management Matrix

@is‘t Set up timetables and schedules for different stages to monitor the
progress of the work. At the same time, make good use of management

tools.

Time Management Matrix
(Eisenhower Method)
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E Urgent Not important

not important not urgent
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Make good use of the "SPARE" time to form a cumulative
effect of "gathering the sand into a tower"

Travellin Free Semester
Time 9 Lessons Break
School
Holiday

You are welcome to discuss on this topic with

our counselor

Appointment can be made / requested in various ways, you may
e Call us at 39635174 /39635593
e Come to us at M612 Main Building HSUHK Campus
e Send us an online request form: https://bit.ly/2HgkqC1

(Your request will be confirmed from our counselor via phone or email within the next 3 working day)

QR Code: [m] 3%
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