ONE PAGE SUMMARY

Kids Learning > Life Skills > Time Management

What is Time Management

Mastering Time Management for a Balanced Life!

DEFINITION

Time management is the ability to plan and use your time wisely. It helps you accomplish tasks efficiently and reduces
stress.

KEY CONCEPTS

Prioritization Scheduling

Determining which tasks are most important and need to be Creating a plan that outlines when tasks will be completed.

done first.

Goal Setting Avoiding Procrastination

Defining clear, achievable objectives to focus your efforts. Resisting the urge to delay tasks and staying committed to your
schedule.

Time Blocks

Allocating specific periods for different activities to enhance

focus and productivity.

EXAMPLES MEMORY TIPS COMMON MISTAKES

-» Using a planner to track homework * Remember 'PST' for Prioritize, X Underestimating how long tasks will
deadlines. Schedule, and Time blocks. take.

- Setting a timer for 30 minutes to focus * Use the phrase 'Do it now!' to combat X Not setting clear goals.

on studying. procrastination. X Failing to review and adjust schedules
- Making a daily to-do list to organize * Visualize a clock to remind you of time regularly.

tasks. limits.

QUICK RECAP

Time management is essential for achieving goals and reducing stress. Focus on prioritizing tasks, creating schedules, and

avoiding procrastination to make the most of your time.
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