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Time Management Tip Sheet

1)  Set realistic expectations.  (Example: "I know I get nervous for networking meetings, so I'll try to schedule them in the mornings.  But if I have to schedule for the afternoon or evening, then I'm not going to expect that I'll have the attention span to write, say, a great resume that morning.")

2) Set goals that YOU have control over.  This is critical for maintaining your sense of optimism. (Example: "I will contact 10 new people every day to set up an appointment."  NOT "I will have a job by next year.")

3) In the evenings, write down everything that delighted you that day.  It can be ANYTHING--"I felt like I made a great impression on Mr. Capaldi."  or "I liked the crunch of my chips at lunch."  Again, critical for optimism, and for building self-awareness.  When you start feeling REALLY bad, looking back at this list for things that you can do for a quick pick-me-up can help.

4)  Take breaks and alternate moving with not moving.  Set an alarm when you sit down to your computer for 1 hour--this will help you not get sucked down the black hole of social media and depressing job blogs.  
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