
TIME MANAGEMENT

SELF-ASSESSMENT
I never feel like I have enough time to

get all my tasks done.

I feel guilty taking time for myself when I
have work to do.

I am always distracted when trying to get
things done.

PRACTICE SHEET

RISE UP FOR YOU WORLDWIDE

If any of these apply to you, understanding
time management!

I have a bad case of F.O.M.O (fear of
missing out) and have trouble saying no.



LEARN HOW
TIME MANAGEMENT

Value your time

Time Management is the process of organizing
and planning how to divide your time between

specific activities. 

Set S.M.A.R.T. Goals Make to-do lists

Don't multi-task...

Set goals that are Specific,
Measurable, Attainable,

Relevant, and Timely. Share
these goals with a friend or
someone you look up to, to
hold you accountable to

these goals!

When you multi-task, you
are negatively dividing your
attention; giving 50% to one
thing, and 50% to another.
Give 100% to one thing at a
time, and everything gets
done to the best of your

abilities.

Write out a list of all
things you need to get
done. Then, prioritize
those tasks by there
urgency, and their

importance.

Identify your distractions.
If thats your phone, or your

friends - set boundaries
for yourself when working
on your goals. However,
set aside "you time", and

give yourself grace.



PRACTICE: 
TIME

MANAGEMENT

LET'S PUT THESE THOUGHTS INTO ACTION.

www.riseupforyouworldwide.org
Find more resources like this one at 

When you're doing homework or working on your to-
do list, write down the things that you get distracted
by. Consciously set them aside next time you go to

work!

Write out your S.M.A.R.T. goals for the week,
and share them with someone who promises to

keep you accountable!

The truth is... you'll never find time for anything. If you want
time, you must make it! 

Time isn't the main thing, it's the only thing. So get to work!

Designate two times a week that is strictly "you time". If
that is time to read, workout, or play video games, set

that time in stone. We all need time to recharge.

http://www.riseupforyouworldwide.org/

