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Managing Time 

 

   We’re all familiar with the phrase ‘time management’. We probably all have resolved to do 

a better job of managing our own time and may even be guilty of telling someone else they 

waste too much time. But, consider the words: “M A N A G E   T I M E”. In all honesty, we 

can’t manage TIME….we manage OURSELVES in regards to how we use the time. 

   Time is finite. We can’t add more minutes to an hour, hours to a day, days to a week, etc. 

Time is an equalizer. No matter how old or young, we all have the same amount of it to use 

as we wish. ‘Saving time’ is a misnomer. We either use it or lose it. However, we do have 

control over the decisions we make in how we spend our time.  

    To become a better manager of time, we first have to figure out exactly where our 24 hours 

goes. In other words, keep track of how much time spent doing different activities. Generally 

speaking, we spend our time in one of the following categories: Eating/sleeping; working for 

pay; commuting to/from job; recreation; family responsibilities & activities; home & 

personal care; religious activities; community activities, and ‘other’.  

    By keeping track of how much time you spend doing different activities, you’ll see where 

your time is going and be able to make some changes. A major problem for many of us is 

that we don’t accept the limitations of time. It’s impossible to do everything we want to do.  

Priorities must be set. This may mean saying ‘no’ to those things that don’t carry a high 

enough priority. Exactly how important is it that you accomplish the task? Could someone 

else do it in a better, more efficient manner? Or, does it rank low enough on the priority list 

to forget about it totally?   

   Time management is not a device to make you work harder and/or longer. It’s a tool you 

can use to ‘work smarter’. It should help you accomplish what you need to get done more 

easily and rapidly while including time for all the other things you want to do. 

    For more information and specific tips on implementing time management techniques, 

contact the RVD Extension office in Concordia at (785) 243-8185 or email 

pgerhard@ksu.edu.  
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