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TIME MANAGEMENT- (notes from a lecture by Dr. Ivan Fitzwater on 2/2/96) D.Roach 

 

What is time management?   It is merely making the most of the time you are allotted. 
 

If you were given $86,400 to spend in only one day, knowing you would get no more, and couldn’t 
save up any “left over” dollars, how much money would you have left to spend at the end of the day?  
If you’re like me, you would find a way to manage that money so by the end of the day you would 

have spent every cent of it. I mean, why waste any of it?  Well, guess what? There are exactly 86,400 
seconds in every day, you can’t get any more time than that, and you certainly cannot save it up to use 

later. The point is...Our time on this planet is precious, and limited, so... why waste any of it?  Using 
time management techniques allow you to make the most of the time you have. 
 

Most of us are already using some of these techniques without even knowing it.  But by studying time 
management in greater detail and trying to put even more of the techniques into play in our lives we 

should be able to get closer to getting the very most out of our 86,400 seconds everyday. That means 
getting more tasks accomplished everyday, and in the end, it also means having more leisure time left 
over for us to enjoy as we wish.   

 
Another way to define time management is to work “smarter,” NOT “harder.” 

 
So, how do we go about managing our time better? 
 

The simplest, (and yet sometimes the most difficult) time management technique to use is: 
  

1. Start EVERYDAY by making a written “to do” list of things to accomplish that day.  
 
Be sure to put a check by the MOST important item. Look at the list at the end of the day.  And 

DON’T throw the list away unless you have accomplished every item on the list.  (You’ll need it the 
next morning when you’re making your new list.)  Be sure to include health, recreation, and family 

activities in your lists as well. 
 
You should try to get in the habit of making a “to do” list and scheduling activities for all 7 days of the 

week.  Your family and your health should be your top priority, so weekends “should” also be included 
in your list making.  It has been shown that scheduling such as this can and will save you lots of 

wasted time everyday.   
 
When you look at your list in the morning, try to do the “nastiest” task first to get it out of the way.  (It 

doesn’t have to be the most important item.)  If you have a particularly large task to accomplish, see if 
you can break it down into smaller ones. Also, if you have lots of small tasks, try to group them 

together and accomplish them in one block of time. 
 
Tardiness is usually closely related to poor planning. It has been proven that you are more likely to be 

tardy to an event that is close to where you live than one farther away. (This is because you tend to 
take close events for granted and no planning is needed.)  

 
Neatness is another way to save time. Try to start everyday with a clean desk, and end everyday with a 
clean desk. Have only one task out on a desk at a time.  And use vertical files where you store 

documents on edge, rather than “stacking” papers.  You don’t have to become a fanatic to be 
“comfortably” organized. 
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Another good time management tip is to use a daily/weekly planner. (Where you can write down 
appointments, classes, and meetings on a chronological log book or chart. Always know what's ahead 

for the day, always go to sleep knowing you're prepared for tomorrow.) 
 

Then there’s the 80/20 rule, sometimes called the Pareto Principle. The value of the Pareto Principle 
 is that it reminds you to focus on the 20 percent that matters. Of the things you do during your day, 
only 20 percent really matter. Those 20 percent produce 80 percent of your results. Identify and focus 

on those things. When the fire drills of the day begin to sap your time, remind yourself of the 20 
percent you need to focus on. If something in the schedule has to slip, if something isn't going to get 

done, make sure it's not part of that 20 percent. 
  
Pareto's Principle, the 80/20 Rule, should serve as a daily reminder to focus 80 percent of your time 

and energy on the 20 percent of you work that is really important. Don't just "work smart", work smart 
on the right things. The moral here is that even a small amount of time, better managed, yields major 

increases in results.  
 
Remember, “Time can only be spent. It cannot be stored, borrowed or recycled.”  Once it’s gone, it’s 

gone. 
 

It has been shown that some basic scheduling of times to do tasks can & will save you lots of wasted 
time everyday. “One minute spent planning saves 20 minutes in doing.” 
 

Take a look at these two equal blocks of time.  Which method of executing this task makes more 
sense to you? 

 
 

   Work on a Task entire time No Plan...

 
 

 
 
 

 

Plan First                 Work on a Task Saved Time With Plan... 

 
 

  
 
 

Also, if you happen to be in charge of a group or club which has regular meetings, a great way to 
increase attendance at those meetings is to announce in ADVANCE a definite start and end time for 

your meetings. Try to have fewer meetings and shorter meetings. START meetings on time, (don’t 
repeat for latecomers), and especially, END meetings on time. A written agenda for each meeting is 
also a good idea.  It will help to keep the meeting moving, and will limit straying off topic. 
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7 UNIVERSAL TIMESAVERS 
 
1. Make a “to do” list to organize each day. 
 

2. Start with the most important activity of the day and work down. 
 

3. Block out chunks of time for tough problems. 
 
4. Delegate to all subordinates. (Don’t try to do EVERYTHING yourself if you’re part of a group.) 

 
5. Occasionally analyze how you spend your time. 

 
6. Make the most of otherwise idle time. Be as efficient with your time as possible. 
 

7. BUT, don’t be busy every minute... leisure and relaxation time is also important. 
 

 
 
 

 
 

Planning An Effective College Study Schedule 
by Pat Grove 
 

  1. Choose a place free from distractions to study. 

  2. Plan to use "dead time." (Time between blocks of classes.) 

  3. Schedule fifty minute blocks of study; 

  4. Schedule as much study time as possible during daylight hours. 

  5. Prepare for discussion/recitation courses before class. 

  6. Schedule time to go over lecture material immediately after class. 

 * Remember: Forgetting is greatest within 24 hrs without review. 

  7. Schedule a weekly review. 

  8. Allow sufficient time for sleep, a well-balanced diet, and leisure activities. 

  9. Prioritize assignments. 

 10. Be careful not to become a slave to your schedule.  
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Time Management- Establishing Priorities by  
Using Covey Quadrants 

http://www.teal.org.uk/sv/timemgnt.htm 
 

Great time management is one of the most vital skills leaders can develop. All 

of us have the same number of hours in a day, and no amount of effort can 

change that. What we CAN influence, however, is HOW we spend those hours.  

A quote from Stephen Covey sums up how we can best use our time: "I am 
personally persuaded that the best thinking in the area of time management 

can be captured in a single phrase: Organize and execute around priorities." 

 

Quadrant 1 represents things, which are both urgent and important. We've 

called this "firefighting". The activities need to be dealt with immediately, and 

they're important. 

  

 Quadrant 2 represents things, which are important, but not urgent. We've 

termed this one "Quality Time". Although the activities here are important, and 

contribute to achieving the goals and priorities - they don't have to be done 

right now. As a result, they can be scheduled in when you can give quality 

thought to them. A good example would be the preparation of an important talk, 

or mentoring a key individual. Meditation or prayer time, family time and 

personal relaxation, enrichment & recreation are also part of Quadrant 2. 
  

Quadrant 3 contains distractions. (Also called the Quadrant of Deception.) 

They must be dealt with right now, but frankly, are not important. For example, 

when you answer an unwanted phone call, - you've had to interrupt whatever 

you were doing to answer it. 

  

The final quadrant, Quadrant 4, contains things, which are neither urgent nor 

important. Some meetings could fall into this category - they've been 

scheduled in advance, but if they achieve nothing, or you don't contribute to 

them, then they have simply wasted time. Other examples could include driving 

time, SOCIAL MEDIA, and low quality relaxation, TV, or video game time. 

 

TOOL 1:  Use the Quadrant map. Consciously strive to maximize 

Quadrant 2 time. Allocate time in your daily planner, or diary to carry out 

these Quadrant 2 tasks when you are at your best. Doing so can reduce the 
amount of time taken up by firefighting (quadrant 1 activities), since many 

quadrant 1 activities could have been quadrant 2 if they had been done 

earlier. You can also seek to reduce time spent in Quadrant 3 by improving 

your systems and processes for dealing with distractions, and you can seek 

to eliminate as much as possible of quadrant 4 activities, by either not 

spending time on these things, or changing the nature of them to make them 

more productive. For example, driving can be quadrant 4 if the time is 

unproductive, but there are a number of ways of making this time more 

productive by listening to a self-help tape, meditating, learning new skills with 

a tape course, planning and so on. 

                                                   4 
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TOOL 2: Goal Planning 

 
Many good leaders & time managers have a daily to-do list, which they can 

prioritize and then work through. However, to focus your time on that which is truly 

important, i.e. in line with your goals, you will need to: 1) Consciously become aware 

of (and write down!) what you are trying to achieve across the key roles and different 

parts of your life. Some leaders may feel strange to set goals for family life, but 

these goals may be more about finding quality time together than achieving specific 

objectives. However, if you only set goals for the parts of your life, which are 

concerned with business, then these elements may squeeze out time for other parts 
of your life. 2) Write down three or four monthly plans of the progress you would like 

to achieve towards these goals. This can inform your daily and weekly planning. 

Don't be over ambitious, since that can lead to feelings of frustration, but equally set 

at least one or two stretching challenges for some of the most important goals.  

TOOL 3: Eight Tips for Great Time Management    

1) Know what is important - write down the key goals you are working towards. 

(This can apply to all parts of your life.)    

2) Consciously plan your time: using three or four monthly and weekly plans    

3) Choose how you communicate: phone, memo, meeting or e-mail.    

4) Write in your daily planner or diary in pencil, then you won't feel bad about 

changing your plans.    

5) Avoid being driven by your daily planner or diary. Just because something 
has already been entered, doesn't mean that you can't do something else with 

the time.    

6) Know when you are at your best, and schedule quadrant 2 activity for that 

time.    

7) Make the most of 10 minutes - many tasks can be done in a "spare" 10 

minutes, including taking a relaxation break.   

8) Periodically review your time effectiveness against the quadrant map, and 

against your goals. 
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Quadrant II         by Stephen Covey 

 “Effective people stay out of Quadrants III and IV because, urgent or not, they aren’t important. 
They also shrink Quadrant I down to size by spending more time in Quadrant II… 

Quadrant II is the heart of effective personal management.” 

“What one thing could you do in your personal and professional life that, if you did on a regular 
basis, would make a tremendous positive difference in your life? Quadrant II activities have that 
kind of impact. Our effectiveness takes quantum leaps when we do them.” 

~ Stephen R. Covey from “The Seven Habits of Highly Effective People” 

Stephen Covey has a 4-quadrant model for time management. 

  
Urgent Not Urgent 

Important Quadrant I 

Time Spent In: Fire drills, Crises, 

Deadline-driven projects, timeclock 

activities. 

Results: Stress, burnout, always 

putting out fires 

Quadrant II 

Time Spent In: Self-Development, 

Relationship building, Envisioning 

your future, Planning, Scheduling, & 

Prep time, Exercise, & Recreation. 

Results: Happiness :) 

Not 
Important 

Quadrant III 

Time Spent In: Interruptions, 
Unscheduled phone calls, texts, or 
emails. Some useless meetings, 
people “showing up.” Q-3 “deceives” 
you into thinking it’s important when 
it “may” not be. 

Results: Loss of momentum for short-
term focus. Thinks goals and plans 
are worthless. 

Quadrant IV 

Time Spent In: Distractions, Wasting 
time, Poor Diet Choices, Social Media, 
“Low Quality” Activities, TV, Video 
Games. 

Results: Getting fired from job, total 
irresponsibility, depression, 
unhealthy relationships. 

Notice the two factors that define an activity in this model: Is it urgent? And, Is it important? 
Pretty straight-forward. Urgent means it’s demanding our attention (NOW!) Important means it’s 
worth doing. 
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Take a very close look at Quadrant II: the Important but Not Urgent stuff. We want to play there. 

Unfortunately, most of us don’t spend anywhere near enough time there, (Quadrant II)—we’re 
dancing in and out of the other 3 quadrants: distracting ourselves (Quadrant IV), allowing 
interruptions to pester us throughout the day (Quadrant III), or putting out one fire-drill-crisis 
after another (Quadrant I). 

Try to live your life “ABOVE THE LINE.” (Avoid Quadrants 3 & 4, and spend MORE TIME in 
Quadrant 1, and ESPECIALLY in Quadrant 2.) 

Find, make that, SCHEDULE, time to play in Quadrant II. Even that activity, (scheduling) will be a 
Quadrant II activity. 

Exercise. Spend time in self-development. Develop yourself and your relationships. 

See ya in Quadrant II, my friend!  

“Effective people are not problem-minded; they’re opportunity-minded.” 

ASSIGNMENT: On the blank quadrant below, take an inventory of where you’re currently 
spending the most time.  

    1) What % of your time do you spend where? (The 4 quadrants should add up to 100%) 

    2) Also, write-in some of YOUR PERSONAL activities into each quadrant. 

  
Urgent Not Urgent 

Important Quadrant I 

1 

Quadrant II 

      2 

Not       

Important 

Quadrant III 

                                3 

Quadrant IV 

       4 
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THE SEVEN HABITS of SUCCESS 
 (BRIEFLY EXPLAINED)  
 
From: The Seven Habits Of Highly Effective People: Restoring the Character Ethic, by Stephen R. 
Covey, Simon and Schuster, 1989. 

  
1. BE PROACTIVE.  
Between stimulus and response in human beings lies the power to choose. Productivity, then, means 

that we are solely responsible for what happens in our lives. No fair blaming anyone or anything 
else.  

 
2. BEGIN WITH THE END IN MIND.  
Imagine your funeral and listen to what you would like the eulogists to say about you. This should 

reveal exactly what matters most to you in your life. Use this frame of reference to make all your 

day-to-day decisions so that you are working toward your most meaningful life goals. 

  
3. PUT FIRST THINGS FIRST.  
To manage our lives effectively, we must keep our mission in mind, understand what’s important as 

well as urgent, and maintain a balance between a) what we produce each day and b) our ability to 
produce in the future. Think of the former as putting out fires and the latter as personal development. 
(Prioritize & Plan in Quadrant II) 

  
4. THINK WIN/WIN.  

Agreements or solutions among people can be mutually beneficial if all parties cooperate and begin 

with a belief in the “third alternative”: a better way that hasn’t been thought of yet. 

  
5. SEEK FIRST TO BE UNDERSTANDING, THEN TO BE UNDERSTOOD .  
Most people don’t listen. Not really. They listen long enough to devise a solution to the speaker’s 
problem or a reply to what’s being said. Then they dive into the conversation. You’ll be more effective 

in your relationships with people if you sincerely try to understand them FULLY, BEFORE you 

try to make them understand your point of view. 

  
6. SYNERGIZE.  
Just what it sounds like. The whole is greater than the sum of its parts. In practice, this means you must 

use “creative cooperation” in social interactions. Value differences because it is often the clash 

between them that leads to creative solutions. 

  
7. SHARPEN THE SAW.  
This is the habit of self-renewal, which has four elements. The first is mental, which includes reading, 

visualizing, planning, and writing. The second is spiritual, which means values clarification and 
commitment, study, and meditation. Third is social/emotional, which includes service, empathy, 

synergy, and intrinsic security. Finally, the physical element includes exercise, nutrition, and stress 
management. (The 7th Habit elements are ALL Quadrant II activities.) 
 


