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Lesson 09: Organization and Time Management 

Objectives of the Lesson 

By the end of this lecture, learners will be able to: 

 Determine the meaning of organization and time management 
 Highlight the importance of time management skills and their benefits 
 Critically analyze their own time-management effectiveness 
 Reflect on their values and priorities and how these influence effective 

planning 

Introduction 

At university, learners are required to organize their work independently. This demands self-
discipline and the ability to use time effectively. Success at university is not determined solely 
by intelligence, but also by how well students manage the time available to them. The purpose 
of organizing time is not to make learners slaves to their schedules, but to free them from 
inefficient study habits, last-minute anxiety, and unnecessary stress. 

1. Definition 

Time Management refers to making the best use of the limited time available. It involves 
organizing time effectively so that the right amount of time is allocated to the right activity. 
Effective time management allows individuals to assign specific time slots to tasks according to 
their importance and urgency. 

2. Time Management Skills 

Time management includes a variety of skills that help individuals make better use of their 
time. Developing these skills enables learners to organize their academic, professional, and 
personal responsibilities more effectively. 

a. Organization 

Being organized helps learners maintain a clear overview of what needs to be 
completed and when. Good organization involves: 

 Using an up-to-date calendar or planner 
 Keeping a tidy study environment 
 Storing documents where they can be easily located 
 Taking clear, detailed notes 

b. Prioritization 

Prioritization is a core component of time management. It involves deciding which 
tasks are most important and should be completed first. A good time manager can 
distinguish between: 

 Urgent and important tasks 
 Important but not urgent tasks 
 Urgent but not important tasks 
 Not urgent and not important tasks 



c. Goal-Setting 

Goal-setting is the first step toward effective time management. Clear goals help 
learners understand what they need to achieve and determine the tasks they 
must prioritize to reach their objectives. 

d. Planning 

Planning is essential for staying on schedule. Good planning helps learners: 
 Break tasks into manageable steps 
 Prepare ahead of deadlines 
 Stay focused and avoid procrastination 
 Allocate sufficient time for each task 

e. Stress Management 

Effective time management also involves managing stress. Learners must pay 
attention to their mental health, use healthy coping strategies, and maintain 
motivation as they work through their schedule. 

3. How to Improve Time Management Skills 

Improving time management takes practice. The following strategies can help learners become 
more effective time managers: 

a. Set Short and Long-Term Goals 

Setting both long-term goals and smaller milestone goals helps learners 
understand what they must achieve and track their progress. 

b. Set Time Limits for Tasks 

Giving each task a specific time limit increases focus and helps identify potential 
problems before they arise. 

c. Prioritize Assignments 

Learners can practice prioritization by creating to-do lists and ranking tasks 
based on importance and urgency. 
Using the Time Management Matrix, tasks can be categorized as: 
 Important and urgent: do immediately 
 Important but not urgent: schedule appropriately 
 Urgent but not important: delegate if possible 
 Not urgent and not important: do later 

d. Take Breaks Between Tasks 

Working continuously without breaks reduces concentration and motivation. 
Short breaks—such as a walk, brief rest, or stretching—can improve focus. 

e. Organise Materials and Tools 

Using calendars, noting deadlines, and keeping documents organized all 
contribute to effective time management. 

f. Remove Non-Essential Tasks 

Eliminate unnecessary activities to free time for important tasks and 
responsibilities. 



g. Plan Ahead 

Start each day with a clear list of tasks that need to be completed. Planning the 
day in advance boosts productivity and decreases stress. 

5. The Benefits of Time Management 

Good time management has several benefits: 

a. Stress Relief 

A clear schedule reduces anxiety. Checking off completed tasks increases 
confidence and decreases worry. 

b. More Free Time 

Effective time management creates extra time for hobbies, rest, and personal 
activities. 

c. More Opportunities 

Managing time well opens new opportunities and reduces time wasted on trivial 
activities. Employers value individuals who can prioritize, plan, and schedule 
effectively. 

d. Achieving Goals 

Learners who manage their time well achieve their goals more efficiently and 
with better quality. 

6. Consequences of Poor Time Management 

Poor time management can lead to several negative consequences: 

a. Poor Workflow 

Without planning, learners may jump between unrelated tasks, reducing 
efficiency and productivity. 

b. Wasted Time 

Distractions—such as chatting on social media while studying—result in lost time 
and incomplete tasks. 

c. Loss of Control 

When learners do not know what task comes next, they may feel overwhelmed 
and stressed, leading to a sense of losing control over their academic and 
personal life. 

 

 


