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Control Your Time
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One of the first things that graduate students (and college students too!) learn is that there is never enough time in the day. How can you keep yourself sane when you're overloaded with courses, research, teaching, and a life? Try using time management to get organized.
There are many parts in my report:

First: What is Time Management ?

Second: Advantages of Time Management.
Finally: some tips.

" I bet I could have cut back on many of the seventy-, eighty-, and ninety-hour weeks that I've put in over the years, if I'd been more systematic and rigorous in managing time!"
Why we must manage our time? The reason is simple. If we don’t manage our time today, the problem will be worse tomorrow. 
What is Time Management ?

According to Wikipedia, time management includes tools or techniques for planning and scheduling time, usually with the aim to increase the effectiveness and/or efficiency of personal and corporate time use. 

     Firstly, I'm going to talk to you about managing your time. On one side we have Work. On the other side we have Time Available. You must ensure that Work equals Time Available. It means you must have enough time to do work.

    Secondly, we have two advices to manage your time. One side we should do all the things that tutors give you to do. On the other side, we should know that rest is just important as work.

    Thirdly, you should ensure that work equals Current Work. It means things you do now plus Previous Work. It means things you should do yesterday.

    Finally, always do your Current Work well and in time. Then you will have plenty of time available.

Advantages of Time Management

· gain time 
· motivates and initiates 

· reduces avoidance 

· promotes review 

· eliminates cramming 

· reduces anxiety


Here are some tips:

1) Have your day planned out before you start.
2)Buy a calendar with large squares for writing extensive notes about your daily obligations. "To Do" list write down things you have to do, then decide what to do at the moment, what to schedule for later, what to get someone else to do, and what to put off for a later time period.
3)Decide how much time you can give to yourself, or to your colleague.


In order to manage your time, it is important to remember to do the following things:


- monitor the way you are now spending your time


- practice effect study techniques


- reduce stress when possible

Time is like money. If you control it, you can create a satisfactory and productive working environment

1- English Book grade 11

2- http://www.dartmouth.edu/~acskills/success/time.html
3- http://www.ehow.com/how_1584_manage-time-college.html
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