Master the Clock Handout
Reflect
What does productivity mean to you? Define it in your own words.




Jasmine’s Monday 
As we read about Jasmine’s Monday, think about her productivity throughout her day. Feel free to underline and highlight things that stand out to you? 
Jasmine is a Riverbend University junior, majoring in Business Administration. In addition to her studies, she has been balancing being an active member of the competitive dance team and working at a local corporation, as a paid intern this year. It’s Monday, and Jasmine has a busy week ahead with group projects and midterms just around the corner. There is a lot to do. As usual, Jasmine woke up this morning with a groan. She has never been a morning person. Without her morning coffee she would be a zombie until about 3:00pm. 
Coffee in hand, Jasmine arrived at her economics class around 7:30 AM. Her professor reviewed concepts that would be covered on next week's midterm exam. Jasmine opened her notebook and tried to focus, but her mind kept drifting to the internship project due later that afternoon. She would even check her phone periodically to make sure she was caught up on her work emails. She wanted to impress her supervisor and prove that she deserved a full-time position after graduation. By the time class ended around 8:30 am, she had only written down a few notes. She packed up her things and headed to her 10:00 am – 4:00pm internship shift.
When Jasmine arrived at her internship, she immediately got to work. Her supervisor had stopped by her desk to remind her that the report was due by 4:00pm, and to let her know that the client wanted additional data added. For the next several hours, she analyzed spreadsheets, updated charts, revised summaries, and attended meetings. Around noon, she ate lunch at her desk while answering emails. Each time she glanced at the clock, she thought about the economics chapters she still needed to review. She ended up submitting the report at 3:50pm.
After the internship, she went to dance practice from 5:00- 6:00 pm. She kept forgetting the new dance steps because her phone was blowing up with text messages from classmates in her Marketing class group project. This semester, Jasmine and two of her friends took a course together and decided to collaborate on a group project. Tomorrow morning is the deadline for them to submit their presentation, but they are still trying to coordinate a time to meet on Zoom to finish their work.  By the end of dance practice, they had decided to meet at 7:00pm. So, Jasmine rushed home. 
When she logged on, she found her friends chatting about the progress they had made. Then, one of them says, “Hey Jasmine, did you finish your section of the slides?" Jasmine froze. She had intended to finish them during lunch, but the internship report had consumed her entire afternoon. When she admitted that she forgot, her friends immediately devised a plan to help. The team spent the next 2 hours finishing her section. 
By 9:00pm she could finally start studying for her economics midterm. Since she hadn’t taken thorough notes from today’s class, she decided to review the 3 chapters in the textbook and do some practice problems. She started studying. After about 20 minutes, she had completed one chapter. As she wrote down her first practice problem, her phone buzzed. The dance team leader sent everyone a viral video from a dance team in Louisiana. Jasmine was mesmerized. She couldn’t stop at one video. She went down the social media rabbit hole and started watching similar content. By the time she glanced at her clock, it was 11:00pm. It was nearly midnight and Jasmine had barely studied for her Econ midterm. Tired, she decided to go to bed and to try again tomorrow.  

Question
What went wrong? 








Time Saving Tips 
1. Align your priorities (the things you value) with your activities (the things you spend time doing). 
List out your top 5 priorities on the left. Make sure to reflect on your whole life (within and outside of your studies). Once you are done with that, jot down the top five activities you spend most of your time doing. Feel free to jot down an estimate the number of hours you spend on each activity during the week. 
	Top 5 Priorities
	Top 5 Activities

	1.


2.


3.


4.


5.

	



2. Manage Distractions 
Mute your notifications (phone, email, etc). Many times, when we are multi-tasking, we are constantly switching our attention from one activity to the next. This diminishes the focus we put on each activity. 
3. Eat the Frog First
Do the one thing on your to-do list that you have no motivation to do first. Getting the task out of the way gives you momentum.
4. Use Your Peak Performance Times 
Figure out the time of day when you have the most energy. Then, schedule your highest priority items at that time. If you need assistance figuring this out, complete the Peak Performance Graph activity.

Reflect
What are two things you will do to master the clock? 

1. 




2. 
