Time Management Problems
· Anxiety; Feeling overwhelmed/helpless; Emotions that waste time
· Anxiety producing thoughts can make other work difficult to accomplish

· Negative emotions can get in the way of work and life in general.  Blaming others or something else may make you feel better immediately, but dwelling on the negativity is going to get you nowhere.

· Solutions:

· Cognitive restructuring.  Instead of thinking negative thoughts, try to reframe ideas into positive self-talk.  Don’t maximize or minimize an event (e.g., failing 1 test does not necessarily mean you will fail the course, but if there are only 2 tests in the entire course, don’t minimize the F either)
· Meditation and breathing exercises for anxiety.  This strategy does not have to be formal.
· Remember to relax for at least one period during a day and build that into your day.  

· Prioritize tasks!

· Pressure to meet deadlines; Difficulty measuring progress; Poor planning; Lack of scheduling; Procrastination
· Typically, this is a continuous short-term issue

· Solutions:

· Primarily, traditional time management techniques, including backwards planning, setting intermediate deadlines, setting final deadlines one day in advance, blocking off time to work on activity.
· The 3 most common ways to plot activities are making lists, using a weekly planner, or using an electronic calendar.

· Schedule weekly reviews for classes, even if you don’t have a test or assignment due.  This task is hard to do, but it will help.

· When deciding whether or not to start a task, think about the last time you missed a deadline.  The avoidance of that feeling should be a good motivator!

· Study right after class and review materials to make sure you understand the concepts before it is too late.  This task will also help with alleviating anxiety.

· Be realistic about how much time an activity takes to complete.  Build in extra time if you tend to underestimate the length of a task.
· Schedule extra time for critical activities like major tests, papers, presentations, graduate school applications.

· Realize perfection is not a great way to get tasks done.  While doing great work is important, if you can’t meet the deadlines, then great work doesn’t really matter.

· Difficulties determining goals and priorities; Indecision/confusion/uncertainty/doubt
· We all have to set goals and priorities, and since they change throughout one’s life, we must revisit them often.

· Solutions:

· Complete motivation/goal-setting worksheet
· Complete values worksheet to identify what matters most

· Come up with pre-conceived contingencies for goals (i.e., back-up plans) if barriers arise

· Time poverty (feeling you don’t have enough time)


· Time is a premium and it should be valued as much or more than money or accolades.  Your activities should be valued as such.
· Solutions:

· Go back to basic time management principles of scheduling, making lists, prioritizing tasks.

· Determine what activities are most valued and be sure to work those into your schedule.  Time spent on these activities should be sacred (e.g., avoid distractions).

· Don’t spent so much time planning that you don’t have time to do other tasks!

· Scattered/distracted/lack of concentration

· The more difficult a task, the harder it is to concentrate.  The less valued the task, the harder it is to concentrate.  

· Solutions:

· Blocks of study time (or time to complete a task) should be scheduled, and these times should be appropriate for the content.  The more difficult the content, the shorter the blocks.  If you feel restless after 15 minutes, stop, take a break, and start another block.

· Determine areas where you can study/work that are free of distractions

· Turn off e-mail, IM, TV.  Do not open Internet browser!
· Tiredness

· Solutions:

· Study just before class to keep the information fresh.

