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Time Management 

Time management will help you achieve goals, reduce pressure and stress, and help you become more 
productive. 

Obstacles to effective time management  

Obstacles can get in the way of effective time management. Consider how you could overcome internal 
and external obstacles. 

External obstacles 

Competing commitments - the activities of one goal become obstacles to achieving another goal. 
Learning to manage competing commitments through prioritisation and time allocation is an essential 
skill of time management.  

Dead spots and delays – time where little practical is happening, or a necessary task takes up a 
disproportionate amount of time (e.g., supermarket queues, transport delays). Can the delay be avoided 
by shifting the activity to a later time? Can a useful activity be carried out in a dead spot? 

Time stealers – interruptions, phone calls, unscheduled visits. Can you create a situation where you will 
not be interrupted, or interruptions can be dealt with quickly? 

Poor work environment – noise, distractions, inadequate work equipment (e.g., faulty computer). What 
can you do to improve your work environment? 

Internal obstacles 

Lack of clear goals – review your goals on a regular basis. 

Inability to prioritise – each day, give several key tasks priority and do not let yourself be sidetracked 
from them.  

Procrastination – delaying important tasks till a later date. Break up large (and anxiety provoking) tasks 
into several smaller, easily achievable tasks. Make a conscious note of achieving each section of the 
larger task. 

Crisis motivation – can you act only when things become urgent? If so, you will move from anxious 
bursts of over-production to periods of burn-out when you can’t do a thing.  

Doubts and uncertainties – are fears, doubts or other negative feelings about your study affecting your 
work? University counsellors are skilled in dealing with these problems.  
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Emotional upsets – relationship problems can affect your ability to manage your time. Talk over your 
problem with friends or a professional counsellor. 

Four levels of planning 

 The big picture 

Create a positive vision of why you are here and what you really want to achieve. Write these goals 
down in a place where you can read and review them. This will help you through any difficult times. 

The semester plan  

Create a plan early in the semester with due dates for drafts, study breaks, and any major one-off events 
in your personal life. Make a note of deadlines for large tasks and consider breaking these into smaller 
tasks ahead of time. 
 
 
The weekly plan  
 

• Create a weekly record of your usual activities 
 
• Create a table for an average week with each day divided into one hour or half-hour portions 
 
• Record what you do in each segment. Include classes, travelling, eating, sleeping, studying,       
watching TV, meeting with friends, part-time job, and any other regular activity that you do. Don’t 
forget relaxation time! 

 
Most days you will not stick exactly to your plan, but planning will help you to establish a routine. 
 
Decide on the best study time for you. Choose a regular location with everything you need to get your study 
done! Plan to study difficult subjects first, while you are fresh. Break long study periods into shorter 
periods with brief time out sessions. 
 
The daily plan 
 
The daily plan (“to do” list) focuses on what you need to achieve that day.  
 

• Make a new plan each day—be specific on what you will do 
 
• Prioritise activities but don’t leave all the unpleasant tasks until the end  
 
• Break tasks up into smaller units 
 

Academic Learning Support offer free individual consultations and group workshops for HDR students. 
For more writing, study, and academic support contact learningsupport@newcastle.edu.au or call 02 
4921 5350. 
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