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Academic Time Management



Stretch!

Movement and 
Time Management



Tabletop Discussion
• What are your biggest 

challenges with time 
management?

• What strategies have 
you tried to better 
manage your time?



Agenda

1. Aligning time and expectations
2. Clarifying your inner game
3. Understanding what’s holding you back



Aligning Time and Expectations
For TTF, the most important 
activity related to your 
promotion, professional 
reputation, and future mobility 
has no built-in accountability.

Activity: Take a couple of 
minutes to draw your own ring 
of responsibilities for your role. 

Homework: Talk with your 
mentor and/or department 
head about what your ring of 
responsibilities should look like.



Clarify your Inner Game



Inner Game Drives Outer Game



Inner Game Drives Outer Game



Understanding What’s Holding You Back



Technical Errors

• The longer one spends on email 
in a given hour the higher is 
one’s stress for that hour.

• People answered emails more 
quickly when under stress but 
with less care.

• High information and 
communication technology 
demands were associated with 
suboptimal health outcomes.

• A frenetic approach to professional 
collaboration generates messages faster 
than you can keep up—you finish one 
response only to find that three more 
have arrived in the interim, and, while 
you are at home at night, or over the 
weekend, or when you are on vacation, 
you cannot escape the awareness that 
the missives in your in-box are piling up 
ever thicker in your absence.

Cal Newport

Improvisational 
vs. Deep Work



How long does it really 
take to do something?

How do we describe and label our work?

Technical Errors



Technical and Psychological

No clearly formulated plan 

Consider: Research syllabus for the 
semester

No accountability

Consider: Weekly goals and checks, 
accountability groups

More is not Better



Psychological
• Feedback loops and positive 

reinforcement
• Cognitive dissonance and staying 

true to your values
• Other (psychological and emotional) 

needs driving our decisions and 
capturing our attention 
• Gratification: What am I getting out of 

procrastination?
• Constant comparison: Is that person 

doing better than me?



External Realities



Tabletop Discussion

• How do you relate to 
what you just heard?

• What are some 
possibilities?



Conclusion (Reality)
• Academic time management is hard!
• Your ability to do this is one of the key 

elements to success in your role.
• Never give-up:  Keep trying until you find 

what works for you.



Exploring the relationships among    
work-life balance, conflict, enrichment, 

and family leisure

Work hard, play hard



Thank you!
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