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INTRODUCTION 
 

If you never seem to have enough time,                                                                                                                        

better time management will help you regain control of your days. 

Whether it’s in your job or your lifestyle as a whole, learning how to manage your time 
effectively will help you feel more relaxed, focused and in control. 

The aim of good time management is to achieve the lifestyle balance you want. 

 

WORK OUT YOUR GOALS 

 

Work out who you want to be. 
Your priorities in life. 

What you want to achieve in your career or personal life. 

Once you have worked out the big picture, you can then work out some short-term and medium-
term goals. Knowing your goals will help you plan better and focus on the things that will help 

you achieve those goals. 

 

 

 

 

 

 

 

 

 



1. MAKE A LIST 

To-do lists are a good way to stay organised.  

Keeping a list will help you work out your priorities and timings. It can help you put off the non-
urgent tasks. 

Make sure you keep your list somewhere accessible. If you always have your phone, for example, 
keep it on your phone. 

 

2. FOCUS ON RESULTS 

Good time management at work/school means doing high-quality work, not high quantity. 
Concentrate on not on how busy you are, but on results.  

 

3. BE FOCUSED AT THE TASK AT HAND 

Have you ever been so focused and devoted to what you are doing that time seems to have 

flown by?  

This mental state is called ‘flow’ – when you are completely immersed and involved in an 

activity. Flow actually makes you feel energized and motivated and increases enjoyment of the 

activity (not to mention being super-productive). To achieve flow, find a challenge, develop your 

skills, eliminate distractions, set aside enough time, set clear goals and focus completely on the 

task at hand. 

 

4. IN YOUR CALENDAR, BLOCK OUT TIME FOR HOMEWORK AND STUDYING 

As the saying goes, “If it doesn’t get scheduled, it doesn’t get done.” 

If you’re serious about effective time management, then block out time in your schedule for 
homework and studying. 

 



5. USE A CHECKLIST 

A checklist is a great way to ensure you stay on task, by listing your tasks and checking them off 

one by one once completed. It also gives you a sense of accomplishment to tick off tasks when 

completed. 

 

6. GET ORGANISED 

Once you have your calendar and checklist set up, you should be well on your way to being 

better organised. Being organised will save you a lot of time and allow you to allocate and 

manage your time better. Set up simple systems, such as document filing. 

 

7. GET EIGHT HOURS OF SLEEP EVERY NIGHT 

Research has proven that a lack of sleep affects your concentration, memory, mood, and overall 
health. 

To be a productive student, make sure that you get at least eight hours of sleep every night. 

Pulling an all-nighter studying is not productive to your needs. Manage your time better by 

including sleep in the schedule. 

 

8. MAKE GOOD USE OF YOUR TRAVEL TIME 

It’s tempting to use your commute time to surf the Internet or go through your social media 
feeds. 

But you can use the time to think about a concept you haven’t grasped, write in your gratitude 
journal, or listen to an audiobook. 

This is a simple time management tip that goes a long way in helping you become a successful 
student! 

http://www.webmd.com/sleep-disorders/features/emotions-cognitive#1
http://www.huffingtonpost.com/lauren-jessen/gratitude-journal_b_7745854.html
http://www.huffingtonpost.com/lauren-jessen/gratitude-journal_b_7745854.html


9. KEEP A TIME LOG FOR A FEW DAYS 

Do you feel as if you’ve been unproductive, but you’re not sure where all your time has been 
going? 

If so, keep a time log for three to four days. 

Keep track of everything you do during those few days. You’ll then have a much better idea as to 
how you can manage your time more effectively. 

 

 

10 .IF YOU DON’T UNDERSTAND A NEW CONCEPT, SPEAK TO YOUR TEACHER 

RIGHT AWAY 

If you do this, you’ll save a lot of time in the long run, because you’ll be clarifying your doubts as 
they arise. 

 

 

11. KEEP AN ONGOING LIST OF EVERY SINGLE THING YOU HAVE TO DO 

Don’t rely on your brain as a storage device. 

Instead, write down every single thing you need to do: assignments, projects, errands, etc. 

Review the list daily to ensure that you’re working on the most important task at any given time. 

 

 



12. AT THE BEGINNING OF EACH STUDY SESSION, WRITE DOWN THE TASK 

YOU’RE GOING TO WORK ON. 

It’s easy to get sidetracked during a study session, which is where this tip comes in handy. 

On a rough sheet of paper, write down the specific task you’re going to work on (e.g. Science 
assignment, Question #1 to 5) and put it on your study table. 

This will remind you to stay focused on that task as you’re working on it. 

 

13. CREATE A ROUGH SCHEDULE FOR EACH DAY OF THE WEEK. 

To be a master of time management, create a schedule for each day of the week, e.g. when 
you’ll exercise, relax, study, spend time with family. 

It’s impossible to follow the schedule to the minute. But you’ll be far more productive if you use 
the schedule as a rough framework, rather than not using a schedule at all. 

 

14. BE REALISTIC ABOUT WHAT YOU CAN ACCOMPLISH EACH DAY 

Many students overestimate what they can accomplish each day. When they don’t manage to 
complete everything they intended to, they get discouraged and lose motivation. 

So be realistic when you plan your day, and assume that there will be a few unforeseen 
interruptions. 

 

 

 



15. MAKE TIME TO REFLECT ON A WEEKLY BASIS 

Once a week, take ten minutes to think about the week gone by. 

Think about what went well and what didn’t go so well. 

Decide what changes you’ll make in the coming week, and write them down. 

 

16. FOR EVERY HOMEWORK ASSIGNMENT YOU RECEIVE, DECIDE WHEN 

YOU’RE GOING TO START WORKING ON IT 

Be as specific as possible, e.g. “I’m going to start working on the English essay this coming 
Wednesday at 4 p.m.” 

This is far better than saying to yourself, “I’m going to start working on the English essay as soon 
as possible.” 

 

17. FINISH EVERY HOMEWORK ASSIGNMENT AT LEAST ONE TO TWO DAYS 

BEFORE IT’S DUE 

In this way, you’ll have time to check through your work thoroughly. 

And just in case something urgent pops up at the last minute, you’ll still be able to complete the 
assignment on time. 

 

 

 



18. LEARN TO SAY NO 

There’s an endless list of ways that you could spend your time. 

This means that you must learn to say no to the things that aren’t aligned with your priorities. 

Get in the habit of saying no more often.  

 

19. DETERMINE WHEN YOU’RE MOST PRODUCTIVE, AND WORK ON YOUR 

HARDEST ASSIGNMENTS DURING THAT TIME 

Do you work best in the afternoon? Or are you most productive at night? 

Work on your hardest assignments and projects during your most productive hours of the day. 
This is a powerful way to make the most of your time. 

 

20. REMOVE ALL DISTRACTIONS FROM YOUR STUDY TABLE 

If there are magazines, books, souvenirs, toys, etc. on or near your study table, which distract 
you while you’re studying, then remove them. 

Put them at the other end of the room, or move them to another room. 

 

21. EXERCISE 

Exercise boosts your memory and brain function. 

So make it a priority to exercise at least three times a week or more. 

By ensuring that your brain is functioning optimally, you’ll be able to concentrate better and 
manage your time better too. 

http://fitness.mercola.com/sites/fitness/archive/2016/07/08/how-exercise-improves-memory.aspx


22. PREPARE FOR CLASS EVERY DAY 

Every day, think about the classes you’ll be attending in school the following day. 

Take a few minutes to skim through the notes from the previous class, as well as the notes for 
the upcoming class (assuming you already have them). 

This way, you’ll be well prepared for each class, which means that you’ll gain more from what is 
taught. 

 

23. WRITE DOWN ALL YOUR TEST DATES AND ASSIGNMENT DUE DATES IN 

YOUR CALENDAR 

Don’t rely on your brain as a storage device. 

Write down all important dates in your calendar, e.g. tests, exams, assignment and project due 
dates. 

When you do this consistently, you won’t be caught off-guard a day before an assignment is due. 

 

24. SET REMINDERS FOR WHEN TO START STUDYING FOR TESTS 

It’s a good idea to set a reminder or make a note in your calendar as to when you’ll start 
preparing for an upcoming test. 

This makes it more likely that you’ll start studying for the test early. 

 

 

 



25. REVIEW NEW INFORMATION YOU’VE LEARNED WITHIN 24 HOURS 

This is crucial if you want to move the information to your long-term memory. 

Furthermore, by reviewing the new information within 24 hours, you’ll also be able to identify 
which concepts you don’t fully understand.  

 

26. FOR PROJECTS AND BIG ASSIGNMENTS, ALWAYS BE CLEAR ABOUT WHAT 

THE NEXT STEP IS 

One of the main reasons that students procrastinate is that they aren’t clear what exactly they 
should do next for a project or assignment. 

Keep a list of “next actions” for each project or big assignment, so that you always know what 
you ought to do next. 

 

27. NEVER SKIP CLASSES 

I know… when the teacher is boring or the material is uninteresting to you, it’s so tempting to 
skip class. 

But resist the temptation. 

If you skip classes, you’ll need to spend more time in the long run catching up. In addition, during 
class your teacher will highlight the key concepts. This will make it easier for you to understand 
the material. 

 

 



28. IF YOU’RE FEELING UNMOTIVATED, CHANGE YOUR STUDYING 

ENVIRONMENT 

There’s no harm in mixing it up once in a while to give you a boost in productivity. 

On weekdays, you might decide to do all of your homework and studying at home. While on 

weekends, you might decide to go to a nearby library or café for a change in environment. 

 

29. IF A TASK TAKES LESS THAN THREE MINUTES TO COMPLETE, DO IT RIGHT 

AWAY 

Many tasks fall in this category: sending a file to your classmate via email, asking your parents to 
sign a consent form, clearing the clothes off of your room floor. 

Once you get a chance to perform the task, do it immediately. This will ensure that these small 
tasks don’t pile up and become overwhelming. 

 

30. CREATE A STUDY PLAN FOR EVERY TEST AND EXAM 

Don’t just tell yourself that you’ll study hard for an upcoming test. 

Instead, create a study plan where you list what you’ll do to prepare for the test. Create a rough 
timeline to go along with the plan as well. 

 

31. PUT A CLOCK ON YOUR STUDY TABLE 

Students often lose track of time while they’re studying or doing their homework. 

I recommend that you put a clock on your study table so that you’re always aware of the time. 

Being aware of the time is vital if you want to become a student who’s an expert at time 
management. 



32. ELIMINATE ANY PERFECTIONIST TENDENCIES 

Students who are perfectionists are also the ones who are most likely to procrastinate. 

If you’re a perfectionist, set a rule for yourself that you can only work on one task at a time, and 
that you must complete the task before moving on to another task. 

This way, you won’t jump from one task to another, while making little progress overall. 

 

33. CLEAR YOUR STUDY TABLE AT LEAST ONCE EVERY TWO DAYS 

Scientists have found that physical clutter makes it harder for you to concentrate. 

Clear your study table at least once every two days – once a day is even more ideal. 

This will help you to be more focused and productive 

 

34. WRITE DOWN YOUR PRIORITIES AND REVIEW THEM WEEKLY 

Take ten minutes to write down your priorities in life. (Don’t list more than four or five.) 

Think about whether the way you spend your time is in line with these priorities. 

Repeat this review process once a week to ensure that you stay on track. 

 

35. EAT A HEALTHY BREAKFAST EVERY SINGLE DAY 

Eating a healthy breakfast has been linked to enhanced focus and mental performance. 

This explains why successful students never skip breakfast! 

https://www.daniel-wong.com/2016/01/18/stop-procrastinating-on-homework/
https://unclutterer.com/2011/03/29/scientists-find-physical-clutter-negatively-affects-your-ability-to-focus-process-information/
http://www.webmd.com/diet/features/many-benefits-breakfast#1


36. DO DEEP BREATHING EXERCISES FOR TWO TO THREE MINUTES A DAY 

Deep breathing improves focus and reduces stress. 

Start with a couple of minutes of deep breathing a day, and increase gradually from there. 

 

37. LIST YOUR MAIN DISTRACTIONS AND TIME WASTERS, AND ELIMINATE 

THEM 

Students often aren’t even aware what their main distractions and time wasters are. 

So take a few minutes and think about what your biggest distractions are. Write them down on a 
sheet of paper, and come up with an action plan to eliminate – or at least reduce – them. 

 

38. SET A FIXED TIME TO STOP WORK EACH DAY 

For example, you might decide that you’ll stop work at 9 p.m. every day. 

Once you start keeping to this, you’ll notice that your time management has improved. 

This is because having a fixed “stop time” every day keeps you focused on the tasks you need to 
complete. You won’t find yourself thinking that there’s still plenty of time to get the work done. 

 

39. HANG OUT WITH MOTIVATED AND PRODUCTIVE PEOPLE 

As Jim Rohn once said, “You’re the average of the five people you spend most of your time 
with.” 

Make it a point to hang out with motivated, passionate and productive people. You’ll become 
more like them over time. 



SOCIAL MEDIA SECTION 

 

40. ELIMINATE DISTRACTIONS 

Get rid of anything that distracts you and allows you to procrastinate from your work. While you 

are studying or writing, turn off your phone’s ringtones and vibrations and put it in a drawer 

where you won’t be tempted to answer calls and messages. Allow yourself to check your phone 

only once per hour. Get off Facebook, Messenger, Youtube and other distractions. Save them for 

when you are relaxing. 

 

41. UNFOLLOW EVERYONE ON SOCIAL MEDIA, EXCEPT THE PEOPLE YOU 

REALLY CARE ABOUT  

I did this a year ago, and it’s saved me hundreds of hours! 

Not only that, I realise that I don’t even miss not getting updates from most of those people I’d 
been following. 

 

42. TURN OFF NOTIFICATIONS ON YOUR TABLET AND PHONE 

Do this and say goodbye to all the interruptions you’ve been getting when you were supposed to 
be focusing on your schoolwork. 

This tip alone will make you a much more productive student. 

 



43. UNSCRIBE FROM ALL YOUTUBE CHANNELS 

If you unsubscribe from all YouTube channels, you’ll discover that there are only a few channels 
whose videos you really enjoy. 

These are the channels that you’ll intentionally visit so you can watch the latest videos they’ve 
posted. 

Which means you don’t actually need to subscribe to these channels! 

 

 

44. MUTE YOUR GROUP CHATS ON YOUR PHONE 

In most group chats, there’s a lot of “noise” – messages that are neither urgent nor important. 

Mute your group chats, and look through them once a day to ensure that you haven’t missed out 
anything important. 

 

 

45. USE A VERY LONG PASSWORD FOR YOUR TABLET AND PHONE 

Set a password that’s 15 to 20 characters long. 

By doing this, you’ll become more conscious about when and how you use your tablet and 
phone. 

You won’t use these devices mindlessly, which means that you’ll become a more focused and 
effective student. 

 

https://www.daniel-wong.com/2017/04/10/students-get-organised-for-school/


46. DELETE ALL SOCIAL MEDIA APPS ON YOUR TABLET AND PHONE 

Once again, this tip will empower you to use your tablet and phone more intentionally. 

If you want to check your social media feeds, you can still do so through the Internet browser. 

But you’re less likely to do so as often because of the slight inconvenience, as compared to 
opening the social media app directly. 

 

 

47. BEFORE YOU START A STUDY SESSION, PUT YOUR TABLET AND PHONE IN 

ANOTHER ROOM 

This is a simple way to ensure that these electronic devices don’t distract you. 

By maximising the effectiveness of each study session, you’ll manage your time better. 

 

 

48. CHECK YOUR EMAIL AND TEXT MESSAGES JUST THREE TO FOUR TIMES A 

DAY 

For most students, checking and replying to text messages and emails takes an hour or two each 
day. 

To become a more efficient student, make it a point to check your email and text messages just a 
few times each day. 

 

 

https://www.daniel-wong.com/2015/08/17/study-smart/


CONCLUSION 
 

“Time management” sounds like a simple concept, but it isn’t. 

There are so many distractions in this digital age we live in. As such, it’s becoming harder and 
harder for students to master the art of time management. 

Of course, this doesn’t mean that it’s impossible to be a productive student. It just means that 
it’ll require effort on your part. 

Effort to get rid of old habits. 

Effort to form new habits. 

Effort to keep on trying, even when you feel like you’ll never be a focused student. 

But you can do it! 

 

 

 

 

  
  

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

‘I have come that they may have life and have it to the full’ 

John 10:10 
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