
TIME MANAGEMENT

(FOR THE NATURALLY DISORGANISED)



What we will cover today

• Why I am here

• Why we are here

• The rules!

• Categorising

• Economising

• Getting value

• Sharing the profit



Why am I here?



My instinctive approach (to everything)



So why are you here?



The Rules

As a scientist you have to start by defining the rules of 

the environment in which you are operating. So:

1) You can’t make time

2) It is a limited resource – you have to limit waste and 

invest wisely. 

3) Within education and research, nothing can ever be 

perfect, or completely ‘finished’.



In education, spare time is impossible



Managing the time budget



Calculating your budget

An example (not a good one)

Activity Hours Category 

Sleep 7 Sleep 

Walk to work 1 Health  

Work  8 Work 

Eating  1.5 Health 

Family time / herding/ adjudicating  3 Family 

TV 1 Self 

Cleaning / housework 1 Family 

“Getting ready” 1.5 Self 

Total  24  

 



Which looks a bit like…



A revised budget
Activity Hours Category 2nd Category  

Sleep 7 Sleep Health 

Walk to work 1 Health  (Anti) Social/ Family 

Work  8 Work Social/ Self 

Eating  1.5 Health Social / Family 

Family time / herding/ adjudicating  3 Family Social  

TV 1 Self Family 

Cleaning / housework 1 Family (Anti) Social  

“Getting ready” 1.5 Self Family 

Total  24   

 



Which looks a bit more like…



A longer term budget
Activity Hours Per 

week 
Total  Primary 

Category 
Secondary 
Category 

Sleep 7 7x7 49 Sleep Health 

Walk to work/exercise 1 1x5 
2x2 

9 Health  (Anti) Social/ 
Family 

Work  8 8x5 
4x1 

44 Work Social/ Self 

Eating  1.5 1.5x7 10.5 Health Social / Family 

Family time / herding/ 
adjudicating  

3 3x5 
6x2 

27 Family Social  

TV 1 1x5 5 Self Family 

Cleaning / housework 1 1x5 5 Family (Anti) Social  

Shopping 0 2x2 4 Family Self 

Socialising 0 4x1 4 Self Family 

“Getting ready” 1.5 1.5x7 10.5 Self Family 

Total  24 24x7 168   

 



Which looks a bit more like…

Family

(Anti) Social

WorkSleep

Health

Self



Its not all about you…



…but it has to be (at least a bit) about 

you



Budgets can be adjusted



Tracking efficiency when at work



Tracking time generally



Batch!

1) Emails

2) Research/ reading / reports

3) To do’s / planning



My default 



‘Slice’

1) Presentations – the longer ones anyway!

2) The ‘really important stuff’ (just remember where 

you are with it!)

3) Meetings



Meetings

ASK – what is the AIM & who needs to be 

involved?

DISCUSS – the aim of the meeting with them 

& then set date

HOLD - the (ideally HALF HOUR!) meeting

DECIDE – what to do



If taking time – timetable it!



Invest in the good stuff!



Invest time in 

others



Spend big on praise 
(and on small suggestions for improvement that they might want to think about maybe)



Conclusions

• Even the most disorganised can improve how they 

manage time

• But we need to budget carefully

• We must actively TAKE time for what is important 

and schedule it

• You are one of those important things!

• But others are important too



Thank you for your 

time!
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