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What is time 
management?

01

And what is its purpose?



“Time management is the strategy of 
planning your available time and 

controlling the amount of time you spend 
on specific tasks to work more efficiently”



Time 
Management 
Tips

Set a Time LimitSet Goals
Your behaviors are 
changeable, yout 
time is not; 
achievable and 
measurable goals 

How much time are 
you allotting for an 
assignment? Work? 
Personal time? 

Focus on Essentials 

What has a closer 
deadline? What will 
take up time? Are 
personally phone 
calls needed? 

Plan Ahead
How can you 
delegate your tasks? 



Let’s Establish 3 
SMART Goals



Activity
$86,400 spending spree



Prioritization and 
Effective To-Do-Lists 
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The Keys to Prioritization 

Align

Set time limits 
for each task 
you have to 

work on 

Rank

Use ranking 
methods to 

determine the 
MOST 

important tasks

Delegate

If tasks can be 
divided, ask for 
others to take 

on the 
assignment 

Organize

Keep in mind 
deadlines and 

utilize a 
to-do-list







To-Do-List

Do homework

Text my friends

Check emails

Watch 1 episode of Grey’s

Read Ch. 12 for Bio

Send email to supervisor 
regarding new workshop ideas 

Check in with research mentor

Finalize intro paragraph from 
research paper 



Keys to a 
To-Do-List

Choose a method that 
works best for you01

02

03

04

Make more than one list

Assign due dates

Limit yourself to 3-6 task, 
max out 2 BIG assignments 

Some lists will work better than 
others

Everyone is different, try what’s best 
for you



Work-Life Balance

03



Why should work and 
personal tasks be seperate 

from one another?
What can occur if they are constantly intermingling? 



Detachment 
How do those around you 
feel? How is this affecting 

your relationships? 

Fatigue & Poor Health 
Build up of stress; constant 
feeling of being tired; can 
lead to unhealthy habits

Time Management
How much time will you 

have for personal usage? 
What is your priority?

Cost of Not Balancing Work from Life 



Keys to 
Balancing 
Work and Life

Learn to say “no”01

02

03

04

Unplug when needed

Manage your time

Seek help when required

Don’t over commit

Take some time for yourself; detach 
from the outside world

Set priorities, work efficiently 

Seek professional help to minimize 
health complications



Activity
Scenario: Saturday is approaching and you 
have various deadlines that day. Rank the 
following tasks from some important to 
least urgent. 



Wrap Up 

1. Work around what 
best benefits you 

2. Create a structure 
schedule

3. Have a personal 
check up with 
yourself 



Thank 
You!

Do you have any 
questions?

csimentors@ucdavis.edu
getinvolved@ucdavis.edu

(530)752-2027
csi.ucdavis.edu

@ucdaviscsi
Instagram, Facebook, YouTube


