Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to use time effectively?
This means planning your time wisely so you can complete tasks on time. It means staying focused, not wasting time, and balancing work, school, and other activities. 
[image: ]Why are these skills important?
Workers who use time effectively are often seen as responsible, dependable, and organized. Good time management can also help reduce stress and improve the quality of work.
These skills are important at work, home, school, and in your community. Using time wisely can help you stay prepared, balance responsibilities, and reach your goals more successfully.
For example, you may need to create a schedule to complete assignments, follow a checklist to finish a task, or work with others to complete a project by a deadline. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Plan, organize, and finish tasks on time.
· Stay focused and avoid wasting time.
· Plan and complete tasks on time.
· Work with a team to create action steps and complete tasks by the deadline.
· Complete tasks on or before expected deadlines.	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Saving Time and Avoiding Distractions	
Complete the steps and questions below.

Step 1
Think about people you work with now or worked with in the past, such as a supervisor, coworker, or team member.
· What are 2-3 behaviors you have observed that save time at work?
· What are 2-3 behaviors you have observed that waste time at work?

Step 2
Read the list of time management tools below. People use these tools to stay focused, meet deadlines, and reduce stress. Underline or highlight tools you have observed people using at work.
Time Management Tools:
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· Planners
· Digital calendars
· Checklists and to-do lists
· Social media time limits
· Time management phone apps
· Scheduled breaks
· Timers
· Time-blocking
· Grouping similar tasks
· Color-coding important tasks
· Other:	


Step 3
Read the scenario below and then answer the questions.
Scenario: 
Amara is trying to finish a report for work. While she is working, she receives phone calls, emails, and unexpected visits from coworkers. At the end of the day, she did not finish the report and now feels stressed.
Questions:
1. Underline or highlight the distractions that made it difficult for Amara to stay focused.
2. Choose 2-3 time management tools from the list above. Describe how Amara could use each tool to stay focused and save time.
a. 
b. Tool 1: 	
How could this tool help Amara?
c. Tool 2: 	
How could this tool help Amara?
d. Tool 3: 	
How could this tool help Amara?



3. Why is it important to reduce distractions at work?

Activity 2: Planning Ahead and Meeting Deadlines	
Read the scenario below and then answer the questions.
[image: ]

Scenario:
John works at a manufacturing plant. A supervisor asks him to create an activity to teach employees a new safety process. John starts planning the activity right away. He has a couple of questions, but he does not ask them because he thinks his supervisor is too busy.

The day before the training, John shows the activity to his supervisor. The supervisor says the activity will not work well. It is too long and needs more pictures to help employees understand the directions. The supervisor also reminds John that training materials usually need to be available in English, Spanish, and Tagalog. These are the three main languages spoken by employees.
The supervisor asks John to make these changes by the end of the day. John now feels stressed and doesn’t know how he will meet the deadline.

Questions:
1. What mistake(s) did John make?

2. What are 2-3 questions John could have asked before starting the activity?

3. Why did John feel stressed and rushed?

4. What could John have done after starting the activity to make sure he was on the right track?

5. Who or what could have helped John do the task better?



Skill Application
Directions: Think about one responsibility or task at work, home, school, or in your community that is sometimes hard for you to finish on time and then answer the questions.

Questions:
1. What responsibility or task is hard for you to complete on time?

2. What distractions or habits make this task difficult?


3. Choose 2-3 time management tools from the Help Box to the right that could help you complete this task.
Help Box 
Time Management Tools:
· Planners
· Digital calendars
· Checklists and to-do lists
· Social media time limits
· Time management phone apps
· Scheduled breaks
· Timers
· Time-blocking
· Grouping similar tasks
· Color-coding important tasks

a. Tool 1: 	

b. Tool 2: 	

c. Tool 3: 	


4. Write two action steps you could take to help you finish this task early or on time.

a. 	

b. 	
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