SAGE Legacy Fellowship – Tips for Time Management

These time management tips are based on advice from Legacy Fellows on how they manage priorities when everything is important. 

There are hundreds of books and online resources on this topic. Here is one helpful article by Alan Henry on How to Prioritize when Everything is Important (Lifehacker, January 18, 2012): http://lifehacker.com/5877111/how-to-prioritize-when-everything-is-important.

Big Picture

· Let go of that voice inside you that says, “I’m not doing enough” or “I’m not cutting it.” Remember that what you are doing is extraordinary. It might take longer than you expected to achieve your goals, but you can achieve them (or something close) if you persevere. 

· Don’t let the difficulties you experience pull you down. If things are too intense or not going as planned, take a break, and come back to it when you are ready. That’s why we have a long-term program, and a team of people to support each fellow. That’s also why we offer to support fellows after the program.

· Delegate the work by inviting others into your project. Refer to SAGE’s resources on building capacity.

· Focus on your highest goal (a topic we will discuss more intentionally during Phase 2 of the program). Use your highest goal as a compass to set priorities. Pick up to three priorities at a time and cross them off the list as you work through the tasks.
Specific
· Take time each day to rest, relax and care for yourself. The world needs you at your best.

· Set aside time blocks in your calendar to do your project work (e.g., 1-3 hours at a time). 

· Pick one item on your list to do each day (or week) and make it doable. Don’t get paralyzed by the mega list. For some, it helps to do the “grunt work” (things you don’t like) first. 

· If you run across something you can’t solve immediately, skip it and come back to it later. Sometimes the passage of time solves the problem.

· Improve your mental state by not looking at the clock.
