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A Note From the Editor

Well, we're haf way through the semester and free time is
getting hard to come by. Exams, reading, papers, and group projects
al compete for our time. We react by feding anxious and wondering
how well get everything done. Many of us procragtinate, making the
problem even worse.

This issue of the Think Tank offers ‘
advice on how to make the most of the time A
you have each day. In the articles that
follow, your fellow students and profes-
sonad gaff from the Academic Center for
Excellence and Writing Center try to help
you get everything done on time by using ligts,
planners, caendars and anything ese they’ve found
that works. v

Managing Your TimeWisaly =Being Successful inLife
by Antonella Servant, Writing Specialist

As ateacher and student, | have learned that managing one's
time wisdly means much more than owning a dally planner or writing
“to do” ligts each day. Time management is an art that must be
learned, and | believe there are some guidelines students can follow,
not only to efficiently manage their time, but to be successful in life.

l. Be RESPONSIBLE: Everyone has deadlines and due dates.
A large part of our lives revolves around being on time,
whether to a movie we are going to see, a project we are
doing for class, or a bill we have to pay. As a sudent at
Bryant College, your NUMBER ONE RESPONSIBILITY is
your classes.



Be ORGANIZED: It is extremely
important to prioritize your assign-
ments. Organize your tasks, and plan
the time to work on them.

Be EFFICIENT: Make the best use
of your time. If you have two hours
on Tuesday to work on a paper, don't
work in a place where you will be
distracted. Find a quiet place where
you will be motivated to work for the
entire time you' ve alotted.

Be REALISTIC: If your five-page
paper is due on Friday, don’'t cram
your week with extra-curricular
activities or social engagements. Be
realistic about what you can and
cannot do in the amount of time that
you have.

Adhering to these guidelines takes
time and patience, but the rewards are end-
less! v

TheLifeof a Daily Planner
by Melissa Kendall, Writing Consultant

My journey began on July 30, 2001,
when a Bryant College student purchased me
for five dollars at the Follet Bookstore.
Personally, | believe that my value should be
alot higher, maybe sixty dollars (five dollars
per month). Yeah, | definitely think sixty
dollars would cover the amount of work | do
for my owner. If you think about how im-
portant | am, five dollars a month is a small
price to pay. After dl, I'll help you to be
successful al year. However, my impor-
tance is never fully appreciated at the begin-

ning of my journey.

My life...nmmm, where do | begin? |
am carried everywhere my student-owner
goes; places like micro-economics class, the
MAC, and South dining hall. My student
brings me along to record her upcoming
event(s) or assignment(s). By the first week
of my life, | am filled with homework assign-
ments from five different classes, sometimes
color coded by a highlighter to indicate the
importance of a particular assignment. | am
also filled with field hockey practice times,
the meeting times for the Marketing Organi-
zation, and the hours my owner will be
working in the library.

As the weeks pass aong, my pages
are quickly filled up with up-coming mid-
terms, papers that are due, upcoming holi-
days (and accompanying smiley faces), and
many more activities that my owner will be
participating in. This lifestyle carries on for
weeks, which turns into months, and then,
before either of usrealizesit, I'm nearly full
of past accomplishments. It's been a year
that we've been together.

At the end of our year together, some-
timein early August, it istime for my owner
to put me in a drawer and purchase a new
planner. | am happy that, before | was
discarded, this one particular Bryant College
student was able to look back at the many
weeks we spent together, planning and orga-
nizing her life, and say a sincere thank you:
thank you for the success that she has
achieved over the past year by planning out
each day, which quickly became weeks,
which too soon became a year. |, alittle
daily planner, was able to help her redize a




year of achievement. What more could | ask
for? v

Procrastination:
TimeManagement’sEnemy
by LaurieHazard, Ed.D.

Many studentsspend aninordinate
amount of time constructing el aborate sched-
ules, making “to do” lists, and recording as-
signmentsintheir planners. All of theseexer-
cisesand practicesare anecessary part of
setting and meeting semester goals. Utilizing
thesetime management practicesand setting
academic goals make students
feel good; they’ ve accom-
plished something. Atthe
very least, they’ ve organized
themselves. Unfortunately,
some studentswho manageto
get thisfar with time manage-
ment practicesand goal setting
fail to follow through on the
master planthey’ veset up for
themselves. Procrastination behav-
iorsand maladaptive attitudes get in
their way.

There arethree major compo-
nentsto procrastination: fearingfailure,
engaging in replacement activities, and lying.
In many instances, studentswill procrastinate
because of self-doubt. They “ catastrophize’ by
feeding themsel ves negativethoughts, such as,
“Why should | bother to attempt my math
homework? I’ ve never been good in math and
no matter how hard I try, | know I'll till fail.”

Such negative thoughts lead procras-
tinatorsto avoid subjectsthey fear or dislike
and find replacement activities. Replacement
activitiesinclude watching TV or playing video
games, spending too much timeonthetele-
phone or hanging out with friends. These

replacement activitiesare easy to recognize
becausethey arenot productive. Other replace-
ment activities, however, are masked by pro-
ductivity and not aseasy to identify. Cleaning,
for example, isaproductive replacement
activity.

Consider thisscenario: Mary goesto
her roomin between classes. Shetellsherself
that she can’t possibly study in her room until
it' sspotless. Asaresult, shecleansher room
from top to bottom and is proud of what she's
accomplished. She sworked so hard on her
cleaning shetellsherself that shedeservesa
break or areward before she gets
downto studying. Sheflitsoff to
her neighbor’ sroomfor avisit and
ignoresthebusinesstext sitting
on her desk. Beforesherealizes
it, two hours have gone by.

Or thisscenario: John

has apaper duein hisLib-

eral ArtsFreshman Semi-
nar coursethefollowing
day. Hehasn't even

startedit. Johnloves

hismath course, so
although he' scompleted his
homework inthat class, he continuesto do
practice problemsand is proud of how many he
getsright. Hisroommateisstruggling in math
and John hel ps him; hisroommate beginsto
understand the material, which makes John feel
good. Johntellshimself that it’ sok that he
hasn't started his paper, “Eventhough it's 10
PM, | still have plenty of time; the paper isn’t
dueuntil tomorrow afternoon. My professor
seemslikeaniceperson. Maybel’ll tell her my
disk got corrupted and | haveto retypethe
wholething. She'll buy that and it will buy me
moretime. Atleast I’m doing well in math, and
| even hel ped my roommate.”




In both scenariosthe students convince
themselvesthat becausethey are being produc-
tive, it' sok to avoid priorities. Thisiswhere
thelying component of procrastination
emerges. When students procrastinate, they put
themselvesin the position of lying to them-
selvesor toothers. Ultimately, procrastination
isaform of lying. Mary told herself that
cleaning was more important than math, thus
sheshould cleanfirst. John cornered himself
into the position of spinning alietofeed his
professor.

Replacement activities
that are masked by productivity
arevery difficult to recognize.
Students must keep their priori-
tiesintheforefront of their
minds. Aboveall, students must
learn to tune out the negative
thoughtsthat keep them from
tackling their work. Atonetime
or another, we all have that nega-
tivetaperecorder playing inour
minds. Successful peopletune
out negative thoughtsand perse-
vereinthefaceof failure. As
Michael Jordonsaid, “I’ vemissed
more than nine thousand shotsin
my career. I’ velost almost three
hundred games. Twenty six times
| wastrusted to take the game-
winning shot and missed. I've
failed over and over inmy lifeand

thatiswhy | succeed.” v

Battling Procrastination and Winning!
by Jennifer Hanson, Learning Specialist

&
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“I'll set my alarm and get up early to
finish studying beforemy 9:00 am. history
class”

“Just one morevideo game, then 'l get
to my economics homework.”

“I’ll start that paper as soon asfill in
your favorite television showisover.”

Sound familiar? Procrastinationisone
of your GPA’shiggest enemies. Inorder to
succeed in collegeyou need to produce quality
work ontime. Learning to manageyour time
wisely will help you to combat the habit of
procrastination. Here are sometipsyou may
find useful:

1. Figureout what you ar eavoid-
ingthemost, and dothat fir st.

2. Set daily goalsfor your self.
Prioritize, prioritize, prioritize.
Youareincollege. Isyour goa
really to e-mail all of your friends
tonight or be prepared for class
tomorrow? If you prioritize and
get the assignments compl eted, e-
mail away!
3. Break down alargeproj ect
intosmaller piecesand just doit.
Don’'t know where to start?
Giveyourself deadlinesfor each
section of the project and work on
onepieceat atime.

N
el / Revard your sdf.

Y our favorite dessert, extratime
with friendsor aphonecall home
areall great rewardsfor following your
planned, weekly schedule.

5. When you need help —ask.
Besuretoread all directionsbefore begin-
ning an assignment. If you don’t understand
what theinstructor islooking for, ask! 1f you
need additional assistancefromaTutor or a




Learning Specialist, call x6746 or visit Hall 6,
3"floor. Need help from aWriting Consultant
or Writing Specialist? Call x6567 or visit the
4thfloor of Hall 6. v

Getting the Most Out of the Writing

Center: It’s All About Planning
by Jean-Paul Nadeau, Ph.D.

TheWriting Center can help you make
writing assi gnments more manageable. Upon
recei pt of such an assignment, studentsmay be
tempted to put off getting started, asthey
believethey “work well under pressure.” And
sometimesthey areright. But other times...

Y ou will learn more about yourself asa
writer if you leave yourself timeto reflect upon
what you arewriting. You'll get more out of
each writing assignment if your writing process
includes getting feedback from someoneonthe
Writing Center staff.

Writing alwaysinvolvesaprocess,
involving activitiessuch asidentifying the
guidelinesand demands of awritten assign-
ment, gathering ideasinresponseto those
demands, organizing ideas, writing apiece of --
or entireversion of--the paper, reading over
that piece or version, and so on until an accept-
ableversioniscreated. The*process’ of many
struggling writersisto sit down at ablank
computer screen the day before apaper isdue
to produce afinal draft.

Writersare most successful whenthey
recognizethat 1) thewriting processtakestime,
asitisoften morecyclical than linear and 2)
starting early meansthat they cantake more
timewith each activity.

Writing well ofteninvolvesgoing
backward to moveforward. In other words,
you may decidethat you need to generate
additional evidence, an extended explanation,
or an additional point after you have written a
rough draft. Alternatively, you may decidethat
theargument you’ ve constructed lacksalogical
structure, so you make an outlinefromyour
draft and rework your organizational strategy.
Just because you’ ve got aversion of your paper
doesn’t mean you can’t continueto brainstorm,
outline, and scribble.

When | suggest that you start papers
early, | mean that you should start to think
seriously about the assignment theday you
receiveformal instructionsfromyour profes-
sor. Faculty don't haphazardly assign writing
intheir courses; your management professor
hasreasonsfor giving you thelow-down on
your team project two monthsin advance. One
reason, of course, isthat s/hethinksit should
take astudent that long to produce a successful

paper.

Onceyoureceiveyour instructions, try
breaking the paper or project downinto aseries
of deadlinesinyour daily planner. Force
yourself, for example, to haveaninformal
outlinein aweek and arough draft in two
weeks.

If you do so, you'll find that you have
plenty of timeto visit the Writing Center and
havetimeto make necessary changesonce
you' vereceived feedback. Too often students
find themsel ves disappointed and frustrated
becausethey realizetoolatethat they haven't
answered the question their professor
asked...and their paper isduein two hours.
Takemy advice, and you' Il reduce your chances
of being in thisrather hopeless situation. v







