MPS 17 Time management
1.1 given aterm listed under "concepts introduced”, you should be able to give aword definition, list pertinent characteristics and cite an example.
You will be ableto list the four time-management principles.

1.2 you will be ableto list 10 suggestions to help you keep track or and manage time and be able to rate the degree to which each might work for/has
worked for you.

2.1 given the need to manage yourself and your time, you will write down what you know about yourself: your preferences, your learning style, your
strengths and limitations, your attention span, what motivates you and what distracts you.

2.2 you will be ableto list your personal goasfor amonthly, 2, 5, or 10 year time-frame. These include part-time job & other responsibilities, physical
needs: (sports/exercise); mental needs (marks, success, chalenge, scholarships); spiritual needs; social/emotiona needs (family, friends,
relaxing/clubs).

2.3 given your personal goals, from #2.1, you will be able to prioritize these and indicate your commitment per week to each.

2.4 given the tasks that you do each week, you will apply Pareto's principle so as to identify the component of each task that will creste the most
benefit.

3.1you will be ableto explain what it means by "be proactive," and, for your situation, indicate five things that you do each week to be proactive. Y ou
will relate this to your rating on Rotter's locus of control or Heppner's PS| and rationalize.

3.2 given the tasks you have to do each week, you will be able to classify them as to importance and urgency.

3.3 given the temptation that personally interferes with your ability to manage time, you will be ableto, in adiad or triad activity, resist the temptation
and say NO! two times out of three.

3.4 given atask that you have to do, you will be able to complete a Kepner-Tregoe Potential problem analysis and outline three options to keep the
problem from having amajor negative impact on your ability to complete the task.

5.1 given your goals and your tasks, you will plan and schedule so as to focus on the important task under non-urgent conditions and provide evidence
that you were successful.
Conceptsintroduced: Pareto's principle, Gannt chart, Covey planner, Rotter locus of control, KT potential problem analysis.



MPS 17: Time management: Example assessment tasks:

1. A project report is due 6 weeks from now. Y ou have to do aliterature review, interview several people, sort out your ideas
and write the report. List about 10 subtasks to complete the task, estimate the time required and display the results in a Gannt
chart.

2. You have to give a speech. Do a Kepner-Tregoe potential problem analysis: list at least 6 things that could go wrong,
complete the analysis and include options you would take in this situation.

3. List five things that you do to motivate yourself to manage your time. List the types of evidence you would present to
illustrate the degree to which you have been able to keep yourself motivated during the past week.



