Scripts for flash presentations

Chapter 14: Time Management Tools

You can practice good time management by using different tools and approaches.

One tool you can use is a schedule.  Having a schedule helps you develop a routine.  It allows you to see the time available to you and plan how you can make the best use of it.  Writing your schedule down in an appointment book or on a calendar is a good way to start. 

A second tool you can use is a daily “To-Do” list.  A “To-Do” list consists of items like assignments, errands, and appointments.  A well-written list prioritizes these things in the order of importance.  Things that must be done should be put at the top of the list and things that can be postponed should be put at the bottom.

Finally, you can use a long-term planner.  This tool helps you focus on your long-term goals.  It also reminds you to plan your free time constructively. You can use a monthly or yearly planner to help you keep track of your goals and the tasks you need to do to accomplish them. 

You have just completed Time Management Tools. To return to the course, click on Close.

Chapter 14:  Managing Stress

Jordan always notices when something distresses him.  Instead of ignoring or avoiding the problem, he first sees if there is something he can change in the situation.  If there is, then he takes action to do it.  But if there isn’t, he decides to let it go.

Jennifer finds a time and space where she can have complete privacy.  Each day she takes a 20-minute time-out to relax and be away from the pressures of family and work.  She usually goes for a walk or meditates during this time.

Eric believes regular exercise and a healthy diet help him deal with stress.  He goes jogging three times a week.  He also tries to eat well-balanced, nutritious meals as much as possible.

Heather talks to close friends or family members when worries start building up.  She lets them know that she is feeling anxious or pressured.  When she does this, her loved ones appreciate the chance to lend a hand.

Toni believes that “laughter is the best medicine.”  When she feels stressed, she watches comedy shows on TV or reads humorous books from the library.  She also gets together with people who know how to look at the lighter side of life.    

You have just completed Managing Stress. To return to the course, click on Close.
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