Time Management and Motivational Strategies for 
the Student Leader

How can a student leader strive for excellence?   I asked myself this question first as a student leader and now as an advisor to student leaders in student activities and housing and residential life.  To me the difference between a good student leader and a great one, is time.  

There are only twenty-four hours in a day and seven days in a week, yet a good student leader knows how to utilize even the smallest minute.  Time is something that we cannot have more of, but we can learn to better utilize through practice. In addition to time constraints of class, study, and club involvement, student leaders need to continually be motivated to perform at exceptional levels within the time restrictions of their day.  

Students have many constraints on their time.  Students have school and study time and students today additionally have work, friends, family, and social obligations.  Time limitations for a student leader are further restricted with student group/ club involvement and time consuming leadership roles in those student groups.  Leadership roles added to the typical student work load makes for a busier student.  

 With this busy lifestyle of student involvement and leadership roles, its no wonder that students become stressed and find what was once enjoyable is now forced and leading to lower grade points.  The key to reducing stress for a student leader and any student for that matter and increasing performance, is finding the balance between all student commitments.  In finding balance a student needs to be realistic about where a student spends their time.  In addition to finding balance, student leaders need to find pleasure in each commitment to ensure continued motivation for themselves and other student organization members.  

This task of finding renewed motivation and balance with limited time is a difficult one.  Students often become stressed when student involvement that was once fun and stress relieving becomes the stressor due to the increased responsibility of taking on a leadership position.  For these reasons I have included a few tips and strategies for better utilization of time and resources as well as to allow for further motivation.

The following tips and strategies for the student leader help a student assess time management, find balance, and delegate tasks at meetings.  In addition to simple tips and strategies are easy to follow lists that allow a student to pick and choose the strategies that best suet them.   Easy to follow lists and strategies also allow a student to more easily assess what they are doing right and what they need to improve on.

Time Management Assessment

With only twenty-four hours in a day and multiple commitments in a week where can a student leader find more time in the week?  Before a student leader can discover more time in the week a student leader must first assess how their time is being utilized.  What is important to a student leader?  Where do they spend their time? Is what is important to a student leader the same place where they are spending their time? Where should a student spend more time?  Where should a student spend less time?
Many students struggle upon entering college with time management issues.  Time management in college is difficult because studying in college typically takes more time than it did in high school and students in college are exposed to many new experiences where they can spend their time.   Due to increased expectations and experiences college students are often overwhelmed and cannot find balance between their social life and study time.  

Eventually, however, a student is able to manage their time and balance school and social life.  With this new found balance often comes a new struggle, a student adds new commitments to their schedule as they becoming involved in student activities and programs.  Students in this newfound struggle tend to not know where they spend their time or how much time they waste during a week. 

According the foundational document, Student Development in Tomorrow’s Higher Education, student development is a total campus effort, not the exclusive province of one segment.  Because student development is an entire campus effort it is important for academics to understand that students new to the university may have difficulty balancing commitments.  Equally as important is for a group a student is involved in to reorganize the time commitment required for academics.  A student is only human and recognition and understanding from staff and faculty will provide better service to students as they work to balance their commitments. 

How Well Do You Plan?
Time Management Assessment
Do you plan in advance? Do you use a calendar or a to-do list to keep track of tasks?  Do you plan for the unexpected and leave room for flexibility in your plans?
Procrastination and time management play a large role in completion of

Assignments and tasks.

DIRECTIONS:  FOR EACH QUESTION, CIRCLE THE NUMBER THAT BEST DESCRIBES YOU.

	
	Never
	Seldom
	Sometimes
	Often
	Always

	How often do you plan in an effort to keep life from running out of control?
	1
	2
	3
	4
	5

	Do you put

daily plans on paper?
	1
	2
	3
	4
	5

	Do you allow flexibility

in your 

plans?
	1
	2
	3
	4
	5

	How often do you accomplish all  you plan for 

a given day?
	1
	2
	3
	4
	5

	How often do you plan time for what matters most 

to you?
	1
	2
	3
	4
	5

	How often is your daily plan destroyed by urgent 

interruptions?
	5
	4
	3
	2
	1


SCORING:  Add the numbers next to your answers.

INTERPRETATION:
6-10:  Terrible Planner.  

You should consider using new tools and processes to help you plan effectively. A great first step would be to take a time management course.

11-15:  Below average planner.  

You may already have a planning system, but using it more effectively will help to reduce the stress and lack of control you feel in your life.

16-20:  Average planner.  

Your planning system is working, but you can do better. You may need help focusing on priorities, dealing with urgent interruptions or writing your daily plan.

21-25:  Above-average planner.  

Your planning system is working well.  Keep up the good work, with periodic reviews to be sure you’re planning around what matters most in your life.

26-30:  Excellent planner--or candidate for burnout?  

You have mastered planning and should experience the serenity that comes from taking charge of your life.  But make sure you’re in control of your planning rather than letting it control you.

Quiz written for USA WEEKEND by time management expert Hyrum Smith, chairman of the Franklin Covey Co., whose Franklin Planners, agendas and planning software are used by 15 million Americans.

Hours of the Week, Time Survey
Hours of the Week, Time Survey


To further break down the hours in a day and days in a week a student can utilize the hours of the week, time survey assessment.  Students have already assessed how well they plan, now it is time to put planning to use and see if the student can improve stress levels by being more organized and thoughtful with time.  


Is a student spending enough time in the areas they feel are most important, or is a student wasting time in areas that they were not aware?  Many times students deem an activity or task important but do not devote the time as such.  Not devoting the appropriate amount of time or lying to oneself about the amount of time spent on an activity can be detrimental.  When goals and actions do not line up a student is out of balance.  Misalignment of activity importance and dedication can further demonstrate a student is miss using time or is overwhelmed with the activities on their plate.
According to the 1998, Principles of Good Practice in Student Affairs, (ACPA & NASPA) it is important for Student Affairs Professionals to engage students in active learning and help them develop coherent values and ethical standards.  What better way to engage and develop a student than to discuss time management and how to balance actions and dedication to align with a student’s individual goals. Many students may have a goal in mind and may be attempting to reach it, however, are in need of assistance in balancing their life to accommodate for everything that is important to them.

The Time Survey Assessment asks a student to determine the number of hours spent on a particular activity each week.  With the knowledge gained from the survey a student will then be able to determine if the amount of time they spend in each area aligns with their goals or is detracting from goals and is time wasted.

Time Survey Assessment

To begin managing and planning your time you first need a clear idea of hours you spend your time.  This quick survey will help you to estimate how much time you currently spend in typical activities.  To get a more accurate estimate, you might keep track of your time for a week.  This will help you get a better idea of how much time you need for each task, how much time you are wasting a learn to better prepare.

The following survey shows the amount of time you spend on various activities. When taking the survey, estimate the amount of time spent on each item.  Once you have this number, multiply it by 7 to represent the number of days in a week. After each item is calculated, add all times for a grand total and subtract it from 168, the total hours per week.

1. Number of hours sleep each night

__________ X 7=__________

2. Number of grooming hours per day
__________ X 7=__________

3. Number of hours for meal/ snack per day  __________ X 7=__________


Include prep time

4a. Total travel time weekdays                       __________ X 5=__________

4b. Total travel time weekends                       __________ X 2=__________

5. Number of hours per week of regularly 
__________ X 7=__________


Scheduled clubs, service, meetings etc

6. Number of class hours per week

__________ X 7=__________

7. Number of study hours per week

__________ X 7=__________

8. Number of work hours per week

__________ X 7=__________

9. Number of chore hours per week

__________ X 7=__________

10. Number of social hours per week

__________ X 7=__________








Total ______________

Subtract number above from 


168 - ________ = _________

The remaining hours are the number of hours you have allowed for spontaneous/ unplanned events and flex time throughout the week.

Five Steps to Successful Time Management


Many students find themselves overwhelmed when looking at the amount of work needing to be accomplished in any given day or any given week.  The feeling of being overwhelmed can be a response to lack of balance, increased work load, or a number of other things.  All of these experiences of being overwhelmed concern time management.   


Prior to looking at the Five Step to Successful Time Management, a student will have assessed their ability to plan ahead and assess time used throughout the week.  It is hard to form a new habit from scratch and even harder to form a new habit with no assistance or guidance from others successful in that area.  The Five Steps to Successful Time Management give students a starting point in balancing life tasks and becoming more organized. 


The five steps used on top of the previous assessments will provide a student with bullet points and easy to follow steps for better habits and practice of time management.  The five steps may seem simple and easy to follow, and they should, however, it is putting the steps into practice that will prove how much a student has learned.  Additionally, when practicing the five steps a student will learn how difficult the steps may prove to be when put into practice in the short and long term.  

Five Steps to Successful Time Management
1.  Set specific academic and personal goals.

2.  Create a term calendar, recording major events.

3.  Create a weekly schedule of your classes, labs, drill, meetings, etc.

4.  Decide on specific times to work on each course, project or assignment.

5. Make a to-do list for each day the night before or during breakfast.
Time Wasters and Time Savers

Now that new good habits and ways to chart time utilization have been discussed it is time to implement these new good habits.  Yes, we have already learned the five steps to successful time management, however, it is sometimes hard to implement a new skill when bad habits are still a part of our practice.  


Many individuals when practicing a new skill do not understand what they are doing wrong.  In the example of time management, an individual may waste time through lack of planning or through the miscalculation of time used during a day on a certain task.  For these reasons it is important for an individual to understand how they are wasting time and in turn hindering their progress.  Recognition of bad habits needs to be made before an individual can move forward with a new good habit.


Below is a list of common time wasters that students can look at to better understand where they are wasting time. For some individuals it is easier to implement a new skill such as time management after learning about possible pitfalls.  Often times students do not know what they are doing can be improved upon or even fixed making it even more important to look at common time wasters.

Time Wasters:


In looking at ways to improve time management, a student may find it easier to learn the most common pitfalls of time wasters as a way to improve time management.  For many, prior to learning common time wasters, students do not know what they are doing can be improved upon or even fixed.  


Time wasters slow progress in improving time management.  Stated in more precise, easy to understand terms time wasters, WASTE TIME!  


Some individuals may suffer from only a few time wasters, while others may suffer from a vast number.  Whether an individual is prone to wasting time or simply looking to improve time management skills, a quick glance at some common time wasters can assist an individual in finding lost, wasted time and improving on time management moving forward.

Time Wasters:

1. Lack of planning, prioritizing and focus.

2. Procrastination. – often affects work quality and does not leave time for the occasional unplanned event

3. Interruptions. – taking a break can be of benefit, however, having an unplanned interruption can lead to disorganization and loss of focus

4. Lack of delegation. – share responsibility

5. Meetings. – without a purpose a meeting can be a waste of time

6. Crisis management, fire fighting. –managing a crisis takes extensive energy that could be better used on the task at hand

7. Telephone, email, Internet, social media. – staying connected can cut down on time spent on tasks, however, being constantly connected to media can lead to unnecessary interruptions 

8. Not saying 'No'. – too many commitments can lead to lack of dedication to tasks due to being overwhelmed and being stretched thin

9. Lack of organization and untidiness. – leads to unnecessary errors

10. Not enough time-off or time for yourself. - Take time for yourself.  Take a break.  Reward yourself once in a while for a job well done.  Constant work and do play (break) makes work seem more like work.

11. implementation without analyzing 

12. unrealistic time expectations – when a task takes longer than anticipated or expected it can lead to loss of motivation

13. Micro-management 

14. Lacking priorities

Time Savers:


In looking at ways to improve time management, a student may find it easier to learn the most common time savers as a way to improve time management.  Up to this point a student may understand they are wasting time and need to improve time management skills but may not understand where to start.   For many, prior to learning common time savers, students may feel they are stuck continuing on as they always have.  


Some individuals may suffer from only a few time wasters, or only have a slight problem with managing time while others may suffer from poor time management more severely.  Whether an individual is prone to wasting time or simply looking to improve time management skills, a quick glance at some common time saver can assist an individual in better understanding how to improve on time management in more simple ways. 


Time savers improving time management for many individuals by providing easy to follow tips and strategies.  For this reason a list of common and easy to follow time savers have been included in the following.    

Time Savers:

1. Delegating everything possible and empower others 

2. Establish deadlines 

3. Get rid of the unnecessary – busy work adds to time spent on individual activities

4. Work on one task at a time

5. Maintain accurate calendars and use them

6. Use check lists/ to-do lists – crossing items off a to-do list allows an individual to see progress and stay organized

7. set aside time for reflection – allows time to reflect on tasks completed well and consider improvement

8. Keep it simple

9. Don’t waste other people’s time – other people’s time is just as important as yours

10. Establish incremental priorities – you have to run before you can walk

11. Correspond with others in a timely efficient manner

12. Ensure all meetings have a purpose and time limit

13. Set aside time for high priority tasks – planning for the unexpected and allowing for flexibility results in less time crunch

14. Adjust priorities as a result of new tasks 

15. Know when to stop a task – when fatigued a task may take longer and result in more mistakes, learn to take breaks
Techniques for Motivating Others

Student Leaders are very busy and overwhelmed with their many class and activity involvements.  In looking at a student leader’s reasons for being overwhelmed, the main reasons tends to stand out, delegation and inspiration.   Student leaders feel overwhelmed when activities are resting solely on their shoulders without the help from others in the organization to rely.  Additionally student leaders continue to feel overwhelmed as they have difficulty delegating tasks to others and inspiring others to perform and participate actively in the activity.  


Many student leaders find it difficult to delegate and inspire others for many reasons.  Student leaders do not delegate because they feel like they as the student leader can do a better job than a member, don’t like to accept help from others, simply feel like they can handle the work load, or do not know how to delegate tasks or include others. These are just a few examples that add to the feeling of stress and being overwhelmed for a typical student leader.


 Many student leaders find not knowing how to successfully delegate and inspire others difficult.  Due to the difficulty in delegating and inspiring, many student leaders giving up on student members before trying to delegate or inspire them and in turn completing the entire task themselves.  


The following is a list of techniques for a student leader to follow to inspire motivation in others.  Some techniques to motivate a student are simply explanations on how to delegate a task and allow a student to perform.  Other Techniques for motivating others include treating all members fairly without favoritism.  No matter the technique, a student leader can  motivate others simply by taking the time and given the opportunity. 

Techniques for Motivating Others
Technique 1: Delegate effectively

By wisely assigning responsibility, you’ll get the majority of the membership involved.  It will ease both your mind and your workload.  Often, leaders inappropriately delegate time consuming tasks to people who don’t have the time to do them.  Learn to spread the work around.  It reduces the stress and gets more members involved.

Technique 2: Assign incremental tasks

Get everyone in your organization involved, even if it’s in small ways at first.  When you delegate even simple tasks, you draw members into action on behalf of the organization.  The more they become involved, the more meaningful their commitment and the successful the organization. 

Assign a task to everyone every meeting so the organization makes progress on assignments and everyone plays a role. 

Technique 3: Treat members equally

Everyone enjoys being “in the know”. People want to have influence and feel as if they share power within the organization.  Show that you value every person in your organization.  It’ll translate into a more motivated membership.

Technique 4: Use praise and criticism

Inevitably, as a student leader, there will be times when you’ll have to praise and/or criticize. Learning to do so effectively maximizes your potential as a motivator.  If possible, employ praise and criticism separately.  Too often, when members or officers must be criticized, student leaders attempt to “soften” the blow by adding praise.  It’s known as the “sandwich approach” a thick hunk of criticism, with a thin slice of praise before and after.  Generally it doesn’t work.  It lessens the impact of both the criticism and the praise, and ends up leaving everyone dissatisfied.

Technique 5: Generate enthusiasm

There’s no substitute for genuine enthusiasm. Real enthusiasm generates real energy, which can become an irresistible force if you focus it properly.

Interact with your members in a positive, energetic manner.  Don’t complain about personal or organizational issues.  Believe in your organization and show some zest.  Have confidence in your members. Be enthusiastic.  It’s contagious. 

Technique 6: Promote integrity

An essential part of your development is forming your own set of principles.  Practice what you believe is important.  It will make your personal convictions stronger and promote similar convictions in your members.  People model what you do.  They don’t necessarily do what you say.

Technique 7: Maintain your humor

Take your work seriously, but yourself less so.  You’ll lead more effectively, be less stressed, and be more fun to work with if you learn to roll with your role.  Organizations, by the very diversity of their members, produce amazing situations.  Step back once in a while and laugh at the absurdities.  You’ll keep your sanity, and your friends, when you maintain your sense of humor. 

Motivation for Student Leaders

It is hard to run a meeting and inspire students as a new student leader with no prior leadership experience.  The everyday tasks of running a meeting and inspiring others may even seem daunting to the experienced student leader.   The tasks of motivating and inspiring others is difficult because every student organization member is different and because every task performed is different adding many variables to be consider. 


Many student leaders find it difficult to delegate and inspire others.  Delegating tasks to others and inspiring others to perform is difficult because many student leaders giving up on student members before trying to delegate or inspire them because they do not know how to delegate or inspire.  Not properly delegating or inspiring others leads a student leader to increased stress from being over worked themselves.   


The following is a check list of techniques for a student leader to use to inspire motivation in others and distribute work load.  The skills of motivating others and delegating to others is an evolving skill that takes trial and error as well as continuous practice.  Some techniques to motivate a student are more straightforward than others as every student is different and requires different motivation.  It is good to know a variety of techniques as not every technique will work with every student or every task.  

Motivation Check List for Student Leaders:
1. Give each individual a specific responsibility.

2. Give each member a title (if possible) to demonstrate what their role in the group is and what tasks they will most likely perform.

3. Encourage ideas from members and use them.

4. Fully explain programs and tasks so all members will be clear on the groundwork and what is expected. 

5. Be enthusiastic about each program. If you enjoy it others will want to be involved.

6. Act in a way that reflects commitment to the organization and concern for each member.

7. Be fair and treat everyone equally.
Caring as a leader

Student Affairs works with the development of the student as a whole as stated in the foundational document; the Student Personnel Point of View.  Throughout a student’s development new and different challenges and experiences are encountered.  Often times, throughout this development process, there are opportunities for praise and critique. 


By taking the time and addressing challenges and offering critique or praise a leader can demonstrate to others their approachability, acceptance, and encouragement.  The Student Development theory, Challenge and Support, discusses the importance of both in creating a more successful and open environment. Additionally by creating a successful challenge and support environment and an environment that offers praise and critique a leader can further develop members skills and develop an environment conducive to success.   


To develop an environment conducive to support the following list of 101 ways for a leader to offer encouragement can be used.  Offering encouragement to students and demonstrating support leaders are able to inspire a more positive and helpful working environment.

101 Ways to show you care as a leader

1. Smile 

2. Be pleasant

3. Greet by name

4. send a note

5. Treat to a soda

6. Say “good morning”

7. Take time to explain

8. Give additional responses

9. Hold rap-sessions

10. Never bad-mouth

11. Give a hug

12. Ask “how are you…”

13. Wait for an answer

14. Call them

15. Have a picnic

16. Send a valentine

17. Remember them in your prayers

18. Send them a poem that reminds you of them

19. Treat to an ice cream cone

20. Accept them

21. Be honest, even if it hurts

22. Write a thank you note

23. Say “I miss you”

24. Send flowers

25. Watch TV with them

26. Help with homework

27. Ask them to eat lunch/ dinner with you

28. Say “your special”

29. Don’t take them for granted

30. Give a warm fuzzy

31. Drop them a line

32. Listen

33. Give a pat on the back

34. Admit that you don’t know an answer

35. Show respect

36. Wink

37. Accept their compliment

38. Recognize and accommodate personal needs

39. Help develop self confidence

40. Challenge them

41. Accept criticism

42. Be supportive

43. Say “good afternoon”

44. Accept suggestions

45. Honor preferences

46. Be real

47. Spend time with them

48. Give them a back rub

49. Order a pizza

50. Say “good night”

51. Tickle them (remember appropriate touch!)

52. Invite them to popcorn

53. Share responsibility

54. Compliment them

55. Express your emotions

56. Be considerate

57. Share concerns

58. Share necessary information

59. Offer a shoulder

60. Plan get-togethers

61. Show trust

62. Give them gifts

63. Share ideas

64. Be approachable

65. Show trust

66. Enforce rules

67. Be fair

68. give alternatives

69. Ask questions

70. Be consistent

71. Provide feedback

72. be consistent

73. Laugh with them

74. Think things through

75. Be flexible

76. Share a joke

77. Encourage them

78. Agree to disagree

79. Ask them to share their skills

80. Recognize and credit them

81. don’t ignore them

82. Send an expressive card

83. Make time for them

84. Remember them on their birthday

85. Do something together

86. Give appreciation awards

87. Hand out recognition certificates

88. Follow through with what you say

89. Complete your responsibilities

90. Forgive and forget

91. Show sensitivity to their feelings

92. Take a walk together

93. introduce them to others

94. Understand their values

95. Get them involved

96. Be a friend

97. Believe them

98. Believe in them

99. Be genuinely concerned

100. Let them be one of your family

101. REALLY CARE
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