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Overarching Goals

« Understanding and Reflection
— Your challenges/barriers
— Time management across time periods
— Strategies/tools

« Application: 20 min break out activity
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Private Reflection

WHAT ARE MY TIME MANAGEMENT
BARRIERS OR CHALLENGES?
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(Unofficial) Time Management
Typology

Q The perfectionists
@) The procrastinators
@ The volunteers

;.'/ The non-prioritizers

X The anti-time managers
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Managing Across Time Periods

Hourly / Daily / Weekly

= Monthly / Semesterly

@Yeorly

4/*; Life / Career Course
A
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Section Break

LIFE / CAREER COURSE &
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# Life Course Ky Questions

 Where are you headed in your life and
careere

« What needs 1o do be done at this
stage of my life or career, and what
can wait until latere

« Who and/or what supports mee
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% Life Course Tool #1:
Individual Development Plan

FLORIDA STATE UNIVERSITY

OFFICE OF POSTDCTORAL AFFAIRS

ABOUT US FSUPDA POLICIES AND HIRING EVENTS & WORKSHOPS RESOURCES FELLOWSHIPS AND AWARDS IN THE NEWS

s Individual Development Plan (IDP)

Annual Rey orms

A R R e rE I Florida State University has adopted the use of the Individual Development Plan or IDP for all its postdoctoral
Future Professionals (PFF/PFF) i . . i
trainees. Postdoctoral scholars and their advisors can generate an IDP at the new Postdoctoral Orientation every

Development Resources

Care:
August and a helpful slide presentation can be found below to use as a resource for incoming postdocs that may
F5U Rezearch Resources

arrive throughout the year. The IDP can be incorporated into the annual review process as a helpful goal setting tool.
In addition, advisors who are supported by the National Institutes of Health (NIH) should be advised that use of the
IDP is mandatory for all non-competitive renewal reports.

Tallahassee Resources

Funding Rezources

* 'Click here' for NIH Policy Regarding IDP and Investigator Annual Progress Reports (RPPR)
» Slide presentation file - What is an IDP?

» |ndividual Development Plan for Postdoctoral Scholars as Adopted by Florida State University
» mylDP, aninteractive web-based tool that helps postdocs in the sciences examine their skills, interests, and

values

Q WA~
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% Life Course Tool #2: Mentors

 What: Field-specific and/or identity-
specific mentors who are NOT supervisors

 Where: Personal confacts, associations,
field-specific news sources, social media

 Why: Different perspectives, no
iImmediate

« When/How: Mentor or friendtore Formal
or informal conversations?e

A X
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YEARLY PLANNING @
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@ Yearly Planning Key Questions

 What overall things do | need to
accomplish this yeare

« What deadlines do | need to be aware
of this yeare

 What “curve balls™ are in my court this
yeare
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®) Yearly Plcming Tool #1:
Printable Life Plans (1-5 years)

YEARLY PLANNER
b-YEAR PLANNER —
6 PRINTABLE PAGES + MISSION STATEMENT e o

A5, Ad SIZES .

5-YEAR PLAN

FOR20 -0

VISUALIZE YOURSELF IN 5 YEARS YEARLY GOALS

WHAT SINGLE ACHIEVEMENT ARE WHAT WAS YOUR FAVOURITE PLACE

YOU MOST PROUD OF? THAT YOU VISITED?

vearvst 5-YEAR PERSONAL PLAN

NCEWOULD YOU
IF YOU COULD?

PLAC

MISSION STATEMENT

HERE ANYTHING YOU DID FOR
CREATE 5 LISTS H N
(e 35 THINGS | WANT MOST OUT OF LIFE 5.5 THINGS | WANT TO SEE HAPPEN ON THE
5-YEAR CAREER PLAN \ '
LAN PERIOD 2 2
L COOLTHING!
CLURRENT POSITION EAR?
5. 5

3.5 THINGS | BELIEVE MAKE ME SPECIAL 35 ACHIEVEMENTS | CAN ACCOMPLISH RIGHT
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The Not To Do List

I can someone else do¢
t IS out of your control?
t drains your energye

I doesn’t really have to get donee
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SEMESTERLY / MONTHLY E3
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B Semesterly ey Questions

« What will the flow of the academic
calendar be like for me?

 What will be the impact of the
academic calendar on my teampe

Do you need to anficipate seasonal
issuese (hurricanes, flu season, etc.)
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il Semesterly Pldnning Tool #1:
Quarterly Planning

* Ask key players for dates:
— Departmental/lab meetings
— Academic calendar dates
— Partner/family-related dates
* Your major goals / deadlines
— Select goals

— Set deadlines
— Notate it somewhere
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[ Semesterly qunnlng Tool #2:

Monthly Calendars
 Digital or paper (ﬁyfms ./L%
» Public vs private or | - '

shared with family P | I ANUARY
* Only the highlights — ="g
deadlines and events

* Lie to yourself
(move deadlines up a few
days fo a week) I
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i Semesterly qunning Tool #3:

Habit Tracking

 What habits do you want
to start/stop

e Goal =/= Perfection

« Examples:
— Water intake
— Exercise
— Coffee intake
— Vitamins
— Cooking vs. eating out
— Staying off social media

r
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WEEKLY / DAILY / HOURLY ©
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Weekly Ke Questions

« When does this week end and begine
 What must be done this weeke

 What can | do this week to help me
next weeke
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ing Tool #1:
The “Brain Dump”

« Write a list of everything e

Frsen o
@ ful 5o U et sprder a f&m@b
Skedlent Pou R prad T

that has to get done this st — iy

& poﬂdzzgmn Mg

Weekly Plan

k A v R £
W e e E ﬁmtfﬁ %&1 ﬁ,&s}mu l<1J :jé fuzf:ﬂ (oh mmo)
e — e
. . 5 AT . . AP TR
— Do thisright before at the i, s
1 1 R |/ -y 0L oY eon B
b f -I- h k Revisa, ) Gdaage o ; 0 Ko Jodlad qouen-L <
eginning o e wee “"ﬁf’éﬁiww;wﬁff!;'/;':
#.__%Lm;ujj,% _ﬂf?;nﬂ{m% I TS

— Separate by project? e
— Separafte list for non-
pressing tasks

* Then ask yourself this...

A 88T o SKS comsssts
s (Ut 12 k)
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Weekly Plcming Tool #2:
Importance vs. Urgency Grid

URGENT NOT URGENT
-
E" DOITNOW | PLANIT
=
o | DELEGATE | DROPIT
=
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®© Weekly Planning Tool #3:

Make Tasks Into Appointments

« Schedule the tasks in your calendar as if
they are meetings
— Plan for things to take longer than expected
— Consider your energy levels

. Today Tomorrow Friday
4« - Tallahassee, Florida ~ v g 5 s
April 7- 13,2019 allahassee, Florida [ STF/60°F 89°F/TO°F Search Calendar (Ctri~E p
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
7 8 9 10 11 12 13
Kylie's birthday o Mom and Dad's Anniversary Led Susan Blessing’s Birthday o APPLY - Cass’ Extended Care (May 6-8); Samantha Renee Nix To Apr22 =
g =
[Office Work] - Email [Office Work] - Email & Jack's Script [Office Work] - Email & Close the Loop.
9 ince Class.
Tallahassee Ballet, Studio B; Samar -
Nav: S 1:1 - Sam & Courtney Annual Leave
- BUUNINE). ACE: Proactive Referral and Samantha Renee Nix
10 ACE Faculty Meeting ACE Learning Studio, WJB Ground #051
Conference Room
Patricia Golay [Office Work] - Email & Leah Call [Office Wark] - Order ACE Student
Recognition
11
o s o
12°* Lunch iz [Office Work] - ASHE Proposal Prep
\_Flmlaltf‘NI;w'ﬂn yE\lm“’ Jemison [Office Work] - Email/Case Follow-Up Lunch o [Office Work] - SST Eval Planning Lunch o Lunch o
Samantha Renee Nix
1 [Office Work] - Email & IRE Review President’s Ice Cream Social [Office Work] -
Sara’s Campaign,
i
Samantha Renee Nix i
2 [Office Work] - Bullet Journal Evaluations ®RE |1 - Shermin's Enrollment Management
Promotion = Defense 201 Westcott
Nav:} B [Office Work] - Adjust SST Hours on CC Tutoring) Angela Hockin
UUSNNIIN), ACE: Proactive Referral and
3 ACE Learning Studio, WJB Ground #051
Nav:! . ACE: DROP BULLET JOURNALS OFF TO HOLLY  ITCIRV T TITE] O PIETD IOoUUPoT), ACE:
Proactive Referral and Engagement — e Referral and Engagement -
4 ACE Learning Studio, WJB Ground #051 [l Study Skills Tutors Weekly Staff Learning Studio, WIB Ground #051 Crawfish Boil
Meeting 9528 Liska Dr.,
Samantha Renee Nix [Office Work] - ASHE Proposal Prep Samantha hix
5
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Weekly Planﬁing Tool #4:
Create Efficient Meetings

° U Se SC h e d U |i n g SOf'l‘WO re PURPOSE: Why are we meeting? (Simple, 1-line

explanation):
- O U T | O O k DESIRED OUTCOMES: What exactly do we

—_ C q | en d |y want to come out of this meeting? (Tangible

outcomes we can check off as "done" when

[ ASk pGrTicipO n-I-S -l-o meeting is over):
develo PAap lan fo r the OUTSTANDING QUESTIONS: Any questions

that need answering before we can have productive

I meeting? (Questions you need answered by me?
m e e TI n g Info I need to prepare ahead of time?):
° S h O rl-e n m e e TI n g S CONTEXT, NOTES, & RESOURCES: Relevant

info, links, documents?

* M OV e S O C i O | iZi n g Ti m e TO (Share any additignal info that might help us have
C Offe e b re G ks O r g ro U p_ a successful meeting. Documents can be emailed

to me or inserted here via links to Google Drive,

b on d i N g AC TiVi'I'i es Dropbox, OneDrive, etc.)

L10T “x0) 'H Ad|perg

s
X
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® Weekly Planning Tool #5:
Personal Care Plans

MARY MARTHA MAMA / / . ] —
MAALA 444 )
/| A, (Y Al WEEK:
BEAAST we [ owe [ s | po—
SUNDAT: CLEANING LOG :
DOMESTIC DIVISION OF LABOR: A WORKSHEET YEAR:
MONDAY:
LIVING ROOM [KITCHEN o fresh flowers o put away coats
TUESDAY: OVERALL RESPONSIBILITIES Whe? Whe? I o tidy up o tidy up .| 0 neaten closets
. Meal Plan Cleaning Kich
e g fitchen i o declutter o empty garbage = .| o sweep/vacuum
w m Grocery Shopping Cleaning Bathrooms 5 o sweep/vacuum o wipe counters
EDNESDAY: Loundey(dothing) Dustig o fluff pillows o wipe range
Lo Charging Lners g Ot Tk & R s ' o fold blankets |0 do dishes LAUNDRY
. Vacuurni Other owash windows o sort flatware o tidy up
THURSDAY: - s o ; o polish fumiture |0 sweep/vacuum | o wash whites OTHER
e' . o sweep hearth o empty garbage | o wash brights o change catbox
TRIDAY: i o empty garbage |0 wash sink o wash darks o water plants
. DAILY RESPONSIBILITIES Mondey  Toesdsy  Wedoesday  Thursdey Frdy — Saturdey  Sundey o flip cushions o clean fridge o wash towels o feed pets
Preparing Masls r o sort papers o clean backsplash | o fold laundry 1 shampoo carpet|
SATURDAY: Loading  Unloading Dishvasher o fresh flowers o fresh sponges | o sort laundry o new lightbulbs
[E——— owash/beat rugs  |o fresh dishcloths | o match socks o smoke alarms
et o put away remotes| o re-stock ocleanlinttraps | o baseboards B
Other o C owash/beatrugs |0 empty garbage | o wash curtains 3
C o polish gl o re-stock o bleach linens 18
CCOORDINATING Wha? MAINTENANCE Wha? o polish silverware | o sweep/vacuum |0 organize closetsfs
Managing the Fomily Calender Wetering Plants DINING ROOM rL g:z:; Z‘IVIZLOWaVe o wash windows j: fsr&;r; r?;ﬁv;zil %‘
[ ] [ ]_ Mg Sl Araogurart s Frends T ek BEDROOMS o tidy up o wash windows = | o wax floors 3
0 0 Organizing Weekly Date Night Car Maintenance oidy up o straighten chairs 2
— Cber. Hiring foe/ Msnging Home lmprovements or Repairs o make beds o clear table — : =
H H— Otber: Other: o fluff pillows o sweep/vacuum : WORKROOM | 5
— o pick up clothes |2 empty garbage o tidy up =
0 0 o put away laundry| o fresh tablecloth OFFICE o neaten projects [, AR o
— ADMIN/ FINANCIAL Wha? PROCUREMENT Wha? o sweeplvacuum |0 put away dishes [o tidy up & soit matehals B
H “_ Sorting Mail Stocking Household (clesning supplies,lightbulbs, etc) o change sheets |0 set out dishes o sort mail o sweep/vacuum B
H H Paying Bill. Buying Gt for Friends/Family o empty garbage | o fresh placemats  |o sort/file papers o empty garbage
H H Managing lnvestments Ordering Pet Supplies o dU§t ) o polish furniture  [o empty garbage o wash windows
“ H Managing Health Insurance and FSAs Researching Msjor Purchases o polish fl_”""““"e = g:‘i} cerferpioce L rsg;e%\:]?:ruum 5
— G i o wash mirrors o Nierp C par o
[ [ owashwindows o wash windows | o
I Other: Other: i - il
0 n__| c o wash mirrors [L ;e;;l;:lasmps ENTRYWAYS
[ ] [ ]_ PET CARE Monday Tuesday ~ Wednesday  Thursday Friday Saturday Sunday o dust o tidy up
Feeding C o wash windows o put away shoes
Desing with Waste
Exarcisa/ Play
Other
HERES THE
© Allyson Downey, 2016 PLAN. wanw herestheplanbook.com
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 What has to be done right nowe

« When / how am | going to care for
myself todaye
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Pomodoro & Time Tracking

* Focus periods

 Know how you
spend your time

« Associated
apps/websites:

— Toggl
— Forest
— Pomotodo
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Tne P@modoro Technique

¢« - 4 =2

Decide on the task Set the timer to 25 Work on the task Take ashort 5 Take a 15-30
to be done. minutes. until the timer rings. minute break. minute break.

L SR

repeat 4 times

15 20 25 ' #bitesizePD




Application

20 MIN BREAKOUT SESSION
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Samantha Nix | SNix@fsu.edu | 850-645-4047 | WJB GO15A

QUESTIONS? THANK YOU!
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