
Time Management 

Balancing a busy life as a college student makes your time a very valuable resource. For many students, finding enough 

time to manage their responsibilities, such as attending class, studying, working, and parenting, can be overwhelming. 

Since adding hours to the day is not an option, time management, or the ability to use one’s time effectively and produc-

tively, is an important skill for success in college.   

Student Success Resources 

Key Aspects of Successful Time Management  
• 8VH�D�&DOHQGDU��Trying to keep track of deadlines, 

appointments, and schedules without a calendar is in-

credibly difficult. Often students who try to just re-

member this information without writing it down for-

get important deadlines or feel very overwhelmed by 

the mental overload. Find a calendar system (paper or 

digital) that works well for you and that you will have 

access to every day. Calendars that are portable (for 

example, a digital calendar on your phone or a paper 

planner) work best so that you can update them on the 

go.  Popular digital calendars include Outlook Calen-

dar and Google Calendar. At the start of each semes-

ter, enter all due dates and important events in the cal-

endar. Revise, add, and update as time goes on.  

• 6HW�5HPLQGHUV��Setting reminders to stay on track 

regarding upcoming deadlines is very helpful. If using 

a digital calendar, it is easy to set up a reminder notifi-

cation. If using a paper planner, consider adding an 

earlier note on your calendar as a reminder. For exam-

ple, if you have a big exam on April 21st, add a note to 

your calendar on April 1st with a reminder to start 

studying.  
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