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Time Management     Success Challenge : Balancing school, basketball, work, and family/social priorities  -   and excelling at all of them      Success Strategy : Clearly defining school and social responsibilities     1. Seize the day   Start each day (or you  should   do t his the night before) with one “To - do” list, separating your personal tasks and school  tasks. Keep the list in your notebook or planner and as you add To - do's throughout the day, continually evaluate your  priorities, especially if your time is limited and  you're working around your basketball schedule.     2. Break it up   Divide your To - do list into two categories: "Things to - do" and  "Calls to Make". A long list is less overwhelming when it  is divided into manageable parts. Make all of your calls at one time,  adding action items to your To - do list.      3. Follow the rule, "Do it or delete it."   Before you automatically transfer a task from one daily list to another, determine why you haven't started it or if it even  needs to be done. You may find that the task isn 't important after all.  Also,  reprioritize your list every night   for the  next day.     4. Establish time for school, time for basketball  -   and quality social time   Follow the same schedule as much as possible. Inform friends/roommates of your class/study/prac tice/work hours.  Awaken at the same time each day, and try to go to bed at the same time each weekday.     5. Communicate your schedule   Post a monthly calendar in a central location like the refrigerator.  Schedule business (school, basketball, and work)  and  social commitments using different colored pens. Roommates, etc. can refer to this when determining if you are  available or not, especially if your class/practice schedule requires irregular times.     6.  Organize your desk space in your room, and keep it un cluttered.  File items in folders as they are used, so  that you   don’t spend time looking for that “lost” paper/report.     7. Schedule one - hour blocks   Large tasks won't seem so overwhelming when broken into hour - long chunks of time. To help you concentrate, a llow  voice mail to pick up the phone.  This is also a good method to use when you have a task that you do not want to do  –   break it up into littler pieces, and do a little bit each day.     8. Mind the store     Dedicate a small amount of time  --   one hour or so  --   each day for placing calls, writing letters, purging files and paying  bills to keep small but necessary tasks from piling up.           Study Techniques     1.   Read text   A.   Highlight important concepts   B.   Do practice problems   2.   Attend class   A.   Take notes (Demonstration)   3.   Revie w  notes same day as notes were taken, filling in the blanks, etc.   A.    Summarize in left margin   4.   Do homework assignments   5.   Study for Exams   A.   Review text, especially highlighted areas   B.   Review notes, and highlight most important concepts    


