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Time Flies%But You Can
Capture It!

© PAPERCLIP
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As a student leader you more than likely have a
daily schedule full of responsibilities related to aca-
demics, organizations, work, and personal relation-
ships. Twenty-four hours can feel very constricting
when your life is so full, but rather than feeling over-
whelmed by the little time you have, celebrate the full
life you are leading by reaping the benefits of manag-
ing your time to its fullest!

Consider some of the great benefits of managing
your time wisely:
� You will be in control of your schedule, rather

than the clock, calendar, or others.
� You will avoid scheduling conflicts and missed

deadlines.
� You will experience more freedom and opportuni-

ties for surprises.
� You will not feel like your day is just about “catch-

ing up” or “getting something done.”
� You will be reliable, dependable, and trustworthy

to others—and yourself.

Where is Your Time Going?
Most student leaders, at one point or another, have

been challenged in the area of time management. For
some, adjusting to a busy schedule meant just moving
some priorities around. For others, it may have taken
months, even years, to find the best formula for man-
aging their schedules. You can always turn to some of
the veteran student leaders on campus to inquire
about how they got over their own time challenges, or
you can investigate your own management skills a lit-
tle further with this quick and simple exercise:
� Create a Time Log—Record (in 15 minute incre-

ments) how you spend your time every day for a
week—include meals, sleeping, exercise, work, etc.

� Identify the HOLES—Where is your time wasted?

� Prioritize Your Time—As a leader you have new
priorities that need to fit into your current sched-
ule—at least short-term. Review your log and de-
termine where new priorities can fit or replace
activities that are ranked lower on your priority
list.

� Get and USE a Planner—Prepare a schedule that
best reflects your priorities.

Say NO!
Sometimes one of the biggest challenges student

leaders face is the ability to just say “NO”. You will be
offered many opportunities, feel like others are relying
on you and simply want to accept invitations to be fur-
ther involved. However, in order to be the most effec-
tive leader you have the potential to be, sometimes
you need to say “yes” to saying “no”!

When is it Okay to Say “No”?
� …if you have already committed to doing

something else in the timeframe required.
� …if it doesn’t fit into the priorities you have

identified.
� …if you can’t give it the time and attention it de-

serves or needs to be done well.
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��TThhee bbaadd nneewwss iiss ttiimmee fflliieess.. TThhee
ggoooodd nneewwss iiss yyoouu��rree tthhee ppiilloott..�� 

˜̃ MMiicchhaaeell AAllttsshhuulleerr 

Take a Tech-Break
Technology can be a friend when it comes to

managing time and tasks; however it can also be a
foe. Example: You plan on spending 10 minutes
checking your email and an hour later you are still
IM-ing your friends. 

Reflection Questions: 
� Do you know how much time you spend with

technology each day? 
� Do you schedule it into your daily calendar? 
� How is it benefiting your life? 
� How might it be stifling your life? 
� How can you better manage your technology

time?


