
Time Management



Today's Learning Target

✘ Identify things you can do to help you prepare for 

your future TODAY

✘ Explain why time management is important in school 

and on the job 

✘ Explore ways to improve time management 

✘ Investigate how time management is important for a 

career of interest 

✘ Identify time management strategies to achieve a 

healthy school/life balance



Exploring Your 

Next Steps 
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Find this guide…

✘ On the SDOC College & Career 

website

✘ By asking your School Counselor 

for a copy 

✘ By following your district College 

& Career Coordinator on 

Instagram - @mrs.malfara 

https://www.osceolaschools.net/Page/1821
https://www.osceolaschools.net/Page/1821


Time Management Self-Assessment

• The Assessment will give you a better understanding of your 

current time management skills and identify areas to improve 

upon. 

• Directions: 

• For each statement, identify the rating that best describes 

you. 

• Answer the questions as you actually are, rather than how 

you think you should be, and don't worry if some of the 

questions seem to score in the "wrong direction." 

• When you’re finished, calculate your total at the bottom of 

the test. 

• Read the description associated with your point total. 
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Time Management Self-Assessment

• Find a partner 

• Did you agree with the description you reviewed? Why or why not? 
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classlink

Find and open Xello
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Click Get Started to begin! 



Time Management
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1.

2.



Remember, your teachers AND counselor
can review your answers!
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1.

2.

Answer the two prompts...



Time Management skills
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2.
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You have finished the lesson when you reach this page!
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You know you’re done when you see the green checkmark.



Setting Goals 
(Personal Skill)

Planning 
(Leadership 

Skill)

Staying 
Focused 

(Personal Skill)

Prioritizing 
(Leadership 

Skill)

Organized 
(Personal Skill)

Analyzing 
Information 

(Information & 
Analysis Skill)

Time Management Strategies



The key is not to 

prioritize what is on your 

schedule, but to schedule 

your priorities.
-stephen covey
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