
Time and Task Management



What have you tried? 
W hat worked/ didn’t work?



How to Start
➢ Ta ke  inventory 

○ How am I vs   how should I…?
○ Weekly grid- look for holes

➢ Strengths/weaknesses
○ What’s working vs  what’s not working

➢ Set goals and make choices
class, family, work, personal life



Anthropology
⦿ 1/25 – 1 (Intro)
⦿ 2/01 – 2 (Discussion 1)
⦿ 2/08 – 3 (Dis 2; Quiz 1)
⦿ 2/15 – 4 (Dis 3)
⦿ 2/22 – 5 (Dis 4)
⦿ 3/01 – 6 (Dis 5; Quiz 2)
⦿ 3/08 – 7 (Res 1)
⦿ 3/15 – 8 (Res 2)
⦿ 3/22 – 9 (Res 3; Quiz 3)
⦿ 3/29 – 10 (Res 4)
⦿ 4/05 – 11 (Res 5)
⦿ 4/12 – 12 (Quiz 4)
⦿ 4/19 – 13 (Extra - Food)
⦿ 4/26 – 14/15 (Quiz 5)
⦿ 5/10 – 16 (Baraka; Portfolio)

Brain & Behavior
⦿ 2/01- 2/04- + Chapter 1
⦿ 2/01- 2/04-+ Chapter 13 (336-340)
⦿ 2/01- 2/04-+ Chapter 2
⦿ 2/06-2/09- Exam 1 
⦿ 2/06-2/09- + Chapter 4
⦿ 2/06-2/09- + Chapter 15 (390-398; 399-408)
⦿ 2/06-2/09- + Chapter 16 (421-422; 428-441)
⦿ 2/27-3/02-Exam 2 

Brain and Behavior (Continued)
⦿ 2/27-3/02-+ Chapter 3
⦿ 2/27-3/02-+ Chapter 14 (375-379)
⦿ 2/27-3/02-+ Chapter 10
⦿ 2/27-3/02-+ Chapter 16 (422-428)
⦿ 3/27-3/30- Exam 3 
⦿ 3/27-3/30- + Chapter 6
⦿ 3/27-3/30- + Chapter 7
⦿ 3/27-3/30- + Chapter 8
⦿ 4/17-4/20- Exam 4,  
⦿ 4/17-4/20- Chapter 12
⦿ 4/17-4/20- Chapter 14
⦿ 5/01-5/04- Exam 5 
⦿ 5/11- + Optional Assignment 

Women’s Seminar
⦿ 2/02 – Howard Response Due
⦿ 2/09 – Rios Response Due
⦿ 2/16 – Marcoline Response Due
⦿ 2/23 – Haney Response Due
⦿ 3/02 – Romero Response Due
⦿ Anderson [Anti-Feminism] on Final, 

but no resp. needed for sem. (3/09)
⦿ 3/30 – Walther Response Due
⦿ 4/06 – Arney Response Due
⦿ 4/20 – Lucas Response Due
⦿ 4/27 – Hentges Response Due
⦿ 5/04 – Taylor Response Due
⦿ Howard (4/27) will be on final.
⦿ 5/11 – Final Essay Due

Big picture 
planning
sample=

1 semester, 
all assignments

by subject



-WEEK 1-
1/25 – Anthropology, 1 (Intro)
-WEEK 2-
2/01 – Anthro, 2 (Discussion 1)
2/01- B&B, Chapter 1
2/02 – Women’s Sem.,Howard Resp Due
-WEEK 3-
2/03-04   B&B, Chap13 (336-340), Ch 2
2/06 - 2/09= B&B, Exam 1
2/08 – Anthro, 3 (Dis 2; Quiz 1)
2/09 – WS, Rios Resp. 
-WEEK 4-
2/12- B&B, Ch 4
2/15 – Anthro, 4 (Dis 3)
2/16 – WS, Marcoline Resp.
2/18- B&B, Ch15 (390-398; 399-408)
-WEEK 5-
2/22 – Anthro, 5 (Dis 4)
2/22- B&B,  Ch 16 (421-422; 428-441)
2/23 – WS, Haney Resp.
-WEEK 6-
2/27- B&B, 3/02- Exam 2 
3/01 – Anthro, 6 (Dis 5; Quiz 2)
3/02 – WS, Romero Resp.
-WEEK 7-
3/08 – Anthro, 7 (Res 1)

SPRING BREAK
3/15 – Anthro, 8 (Res 2)

-WEEK 9-
3/22 – Anthro, 9 (Res 3; Quiz 3)
3/25- B&B, Ch 16 (422-428)
3/27-3/30- B&B, Exam 3 
-WEEK 10-
3/29 – Anthro, 10 (Res 4)
3/30 – WS, Walther Resp.
4/01- B&B, Ch 6
-WEEK 11-
4/05- B&B, Ch 7
4/05 – Anthro, 11 (Res 5)
4/06 – WS, Arney Resp.
-WEEK 12-
4/12- B&B, Ch 8
4/12 – Anthro, 12 (Quiz 4)
4/17-4/20- B&B, Exam 4 
-WEEK 13-
4/19 – Anthro, 13 (Extra - Food)
4/20 – WS, Lucas Resp. 
4/22- B&B, Ch 12
-WEEK 14-
4/26- B&B, Ch 14
4/26 – Anthro,  14/15 (Quiz 5)
4/27- WS, Howard  on final.
-WEEK 15-

5/01-5/04- B&B, Exam 5 

FINALS WEEK
5/10 – Anthro, 16 (Baraka; Portf)
5/11 – WS, Final Essay Due

Big picture 
planning
sample=

1 semester, 
all assignments 
chronologically



TH
IN

G
S 

TO
 IN

C
LU

D
E Set/routine

• J ob
• Cla ss 
• Commute  
• Wa king/Sleeping
• Mea ls
• Getting rea dy 
• Workouts/sports
• Volunteer/orga niza tions
• Fa mily/Significa nt other 

Flexible/occasional
• Study time
• Events
• Fun stuff
• Family/Significant other 

Time Management-
Weekly/daily 

planning
1 week/day- hr by hr



M
onthly View



Time Management
Sample Scheduling Apps

Awesome 
Note



Task Management- How To Break 
W ork In to Manageable Pieces

⦿Class syllabus = best friend!
This week? Next week? 
How many steps?

⦿Plan ahead to avoid conflict
› da ys, weeks, sometimes months
› a llow for unexpected

⦿ Be flexible , resourceful 



What Does Your Study/Project 
Tim e Really Look Like?



Task Management- How To Break 
W ork In to Manageable Pieces 

20-30 min

then this ….

Task Managem ent- How To Break 
W ork In to Manageable Pieces



Task Management- W hen You 
Have A Chunk of Tim e…. 

Study 
Segment/Task

+

Short Task with 
Natural End

Study 
Segment/Task

+

Study 
Segment/Task

+

Short Task with 
Natural End

Short Task with 
Natural End



Task Management- Sm all 
W indows

Study 
Segment/Task

+

Long or Routine 
Block (hours)

Study 
Segment/Task

Long or Routine 
Block (hours)

+

Med. /Routine Block 

A B C



Let’s Talk About Rewards…
⦿ Positive  re inforcement!

-Sma ll goa ls a re  key
-Appropria te  rewa rds for ta sks



Scheduling principles

⦿ Know your lim its

⦿ Set reasonable deadlines 

⦿ Learn  to say “no” 

⦿ Build rapport with professors 

⦿ Schedule harder/ com plex  
when  fresh/ alert

Adapted from  UHCL Counseling Services - “Tim e Managem ent Tips”



Overview:
7 Ha bits  for be tte r work/study-life  ba la nce

1. Prioritize
2. Drop the  unnecessa ry 
3. Protect priva te  time
4. Accept he lp in a ll a rea s!

Cla ssma tes, fa mily, friends, Aca demic coa ching, 
Study Groups,  Tutors,  Professors

1. Study e ffective ly
2. Pla n fun & re la xa tion
3. Le t go of pe rfectionism



3-question survey (30 sec-1 min) at this link:

https://tinyurl.com/SSCWorkshopSurvey

Glad to see you here today! Let 
us know if we can be of help to 
you throughout the semester-
studentsuccesscenter@uhcl.edu

281-283-2450 

https://tinyurl.com/SSCWorkshopSurvey
mailto:studentsuccesscenter@uhcl.edu
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