
 

 

 

Top 10 tips for managing your time 
You are very busy with study, work, family, sport and social commitments, so for you to be successful at Murdoch it is 
essential that you organise your time effectively. Here is some useful information about time management. 

 

1. Organise your environment. 
To make the most of your study time, organise your environment, notes, unit materials and your mind. 

2. Get a diary. 
Use it to keep track of all the tasks you need to complete and their deadlines. Most importantly, make sure you look at your 
diary every day! 

3. Plan your study week. 
Balance is important, so work out how much time you really need to study. A full-time (12 point) study load will require 
approximately 40 hours per week for attending lectures, tutorials, reading, researching and completing assignments. You will 
need to plan where you will fit study into your week. 

4. You can’t do everything at once. 
Begin each week by working out what is important and prioritising these tasks in order of urgency. If you are not sure how to 
do this, watch the video below. 

5. Goals and timelines 
To study effectively you need to decide what you want to learn. Focus on the learning outcomes and learning objectives 
clearly stated in your Unit Information and Learning Guide (UILG). Plan for success by creating specific goals and timelines. 
Focus on these. 

6. Keep your eye on the big picture 
Try not to lose sight of the big picture; it will help you keep your studies in perspective. Keep track of your goals by recording 
what you want to achieve in each study session, each unit, and each semester. 

7. Recognise your successes 
Be positive with yourself and reward your goal achievement. Recognise your successes (even the small ones) by taking time 
out to do something you really enjoy. If things don’t go to plan, don’t worry — just make a new plan! 

8. Variety 
Like everything in life, variety makes study more interesting so vary your tasks and keep yourself actively engaged in learning. 
Don’t sit at one task for too long. 

9. Accessible calendars 
Make use of the electronic calendar on your mobile phone or your computer. 

10. Get started! 
The most important thing is to get started. Sometimes beginning a study session can feel a bit like jumping into cold water. 
There is no perfect time to do it and waiting won’t help. The best thing to do is dive in and start studying as soon as you can. 

Watch the video 
Watch this video around how you can manage your time effectively using one simple tool. 

Darryl Cross, Time Management (YouTube) 
 

 

http://www.youtube.com/watch?v=VHM3U2Fg9HM
http://www.youtube.com/watch?v=VHM3U2Fg9HM

