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Steps to managing your

time well
+ + + + + +
o 02 03 04 05 06
Priorit Get Overcome Let go of Manag Avoiding taking
Task Organize d Procras tination  perfection ism Disruptions on too much
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ABCs to Prioritizing
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Write a to-do-list Review list: Break Prioritize by ABCs Delegate tasks
larger tasks into
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Schedule your

more appropriate day/week.

smaller task for some else

Assigning
deadlines for
each task
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Consider your

daily schedule,
prioritizing the
most demanding
tasks when you

are most
focused/efiegergi
zed



5 i W « Only A tasks get top priority

A « A task are Urgent AND important
o

« Support a long term goal

« Support others you work with

- Ask: What terrible thing would happen if | didn’t do this

' today? Eg. student government secretary, didn’t create flyer
s for upcoming event.

« Never do a B task when there is an A task that

9 9 9 B needs to be finished
I I OI It I es ® « Important but not urgent mild consequences for
not doing this (e.g some may be unhappy or

inconvienced

. Time (waiting period) usually elevates to A or
dropsto a B

« Not important or urgent

- Nice to complete/do but no consequences for not
doing it

« Ex. not attending, the comedy show or the
basketball game.




Can you relate???

My Mew Years Resolution is €
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a mystical land where 99% of all som@cards m gonna SJ[UCy at o
chiovementimsored. | ve:lhavetostop 'm gonna study at 6

'm gonna study at 7
'm gonna study at 8
'm gonna study at 9

pracrastinating and ao all of this
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AFTER THIS EPISODE 1 WILL
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Use a calendar

Schedule specific times to do things
you are most likely to put off

Address reasons why you are putting
the task off.

N 2

Recogonize that you are a
procrastinator and make the proper
adjustments.

Evaluate and diagnose your
procrastination Ex. why do i keep
putting this particular assignment off?




HOW DO | MANAGE IT ALL!I?I?1?

PRACTICE

SCHEDULE

e TR

Practice Schedule I T d

The Practice Schedule serves to organize training sessions efficiently, structure T — -
activities for skill development, track progress, instill discipline, foster team cohesion = | -
and prepare for competitions. It acts as a roadmap guiding the team toward achieving .
its goals and improving performance. " e e
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Monday 5:00 PM - 7:00 PM | Warm-up drills, City Park Soccer Field 1 18 e T S T e Bl b

Passing and ball
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KEEP

CALM
MANAGE Use a calendar, color
YOUR TIME code tasks based on

the ABC's




4. Meet with .
lap partners




