

Course:  On the Job  

Unit:  Work Basics

Lesson:  Time Management

[image: image1.wmf]
Competency Objectives:
The adult learner will understand the concept of  “Time Management”:
Suggested Criteria for Success:
The learner explains the term “Time Management”.

The learner identifies activities that interfere or rob them of time in their personal schedules. 

Suggested Vocabulary:
 time management
time robbers

problem solving

personal schedule

activity log

prioritize

tasks


 “to do” lists

action plan

Suggested Materials:
 pens or pencils and paper 

 chalk/marker and black/white board  overhead

 a personal copy of Time Management:  Manage Yourself, Not Your Time from http://www.tsuccess.dircon.co.uk/timemanagementtips.htm 

 a personal copy of materials from http://www.psywww.com/mtsite/page5.html Time Management Skills.  Focus particularly on Activity Logs, To-Do Lists, and Action Plans.

Suggested Resources:
 Time management information obtained from local resources 

 Any favorite or available Job Readiness and/or Job Search Workbooks, pamphlets, brochures, and handouts  Some material may need to be modified for ESL lessons.

 NCSOICC (North Carolina State Occupational Information Coordinating Committee) site has information at http://www.nccareers.org.  Click on Begin NC Careers.

 Resources available through your local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs.

 The Employment Security Commission of North Carolina at http://www.ncesc.com/.  Click on Individual Services.

Suggested Methods:
Lecture/discussion

Group activities

Guest speaker presentations

Some Suggested Steps

Introduction.  Introduce and define the terminology associated with the lesson. Respond to learner questions.  Emphasize that time management can be used in personal, family and work environments.

Activity Log.  Ask each learner to keep a record of all his/her activities and the approximate time spent on each activity for a period of time (a day, three days, a week).  Show students how to create an Activity Log of four columns:  activity, start time, end time, total time used.  Ask students to suggest activities that one or more of them might have as part of their Log.  For example, waiting is an activity, relaxing is an activity, socializing is an activity, personal hygiene is an activity, eating is an activity, sleeping is an activity, travel from one place to another is an activity, working is an activity, etc.

Assign learners to groups to discuss/review their time management activity reports and ultimately share their findings about their use of time with the class.  Ask the class to make suggestions on how to improve activities that appear to be too time-consuming.

As part of the class discussion, draw parallels between the personal schedules that students have kept and the prioritizing/time management skills that are required in the work environment.  Discuss work deadlines, work expectations of the employer, and piece production payment as they relate to time management. 

The “To Do” List.  Introduce and explain the “To Do” list.  Have students make a personal “To Do” list.  Then have students prioritize their “To Do” lists.  If you wish, you may ask learners to add time estimates to their “To Do” lists.  (Everyone has 168 hours per week.)  

Action Plans.  Explain how Action Plans differ from “To Do” lists.  (An Action Plan focuses on the achievement of a goal.  The “To Do” list focuses on goals to be achieved in a period of time.)  Have students choose a big item on their “To Do” list and make an action plan to achieve it.

Time is Money.  Make sure students know the expression “Time is Money.”  What does it mean?

Guest Speaker.  Invite a guest speaker from a local business or career employment agency to provide additional information on time management and reinforce the lesson.
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Suggested Resource:
English ASAP  Connecting English to the Workplace.  ISBN# 0-8172-7950-4.  Publisher: Steck-Vaughn.  This resource simply conveys comprehensive health and safety issues for the beginning learner.

Suggested Steps

· Read, write, and say times, days and dates.  

· Interpret work schedules.  

· Ask to change your work hours.  

· Respond to schedule changes.
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