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Lesson 2.1 Summary 

 

 Stress to students the importance of managing their personal time and the pitfalls faced 

when time is not managed. 

 

Lesson 2.1 Objectives 

 

1. Explain to students how to use lists and master schedules to keep their personal 

time under control. 

2. Explain the POSEC method to students. 

3. Have students demonstrate and apply the use of lists, master schedules, and the 

POSEC method. 

 

Lesson 2.1 Resources 

 

1. PowerPoint 2.1: Personal Time Management 

2. http://www.youtube.com/watch?v=owCjDR0vXEQ 

 

Lesson 2.1 Instructor Self-Reflection 

 

1. How do you use the methods put forth in Ch 1 Sec 1 to manage your personal 

time outside of your career?  

2. Which personal time management method has worked best for you from your past 

experiences? 

3. Tell about an incident where you did not manage your personal time correctly and 

discuss how it affected you. 

 

Lesson 2.1 In-Class Activities 

 

 Capture Student Attention: 

 

From Chapter 2.1, share the above linked video with your students. 

Compare the spinning plates to balancing demands of personal life, 

education, and work.     

 

 Outline for Lecture: 

 

1. Explain the importance of personal time management  

2. Define the POSEC acronym and each component  

3. Define lists, and master schedules; give examples of each element 

4. Share personal experiences of using the POSEC, lists, or master 

scheduling methods as well as your own plans and ideas of time 

managing.  

 

 

http://www.youtube.com/watch?v=owCjDR0vXEQ
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Terminal Learning Activities 

 

1. Have the student’s think of the biggest obstacles affecting their 

personal time management. Have them create a list of strategies they 

will use to overcome these obstacles.  

2. Pair up the students; have them create a to-do list together; listing an 

amount of time they will spend on each task and a plan ways to make 

their timed schedule work. 

3. As a class, create a chart listing the average activities your students 

perform on a daily basis. Have them decide upon how much time they 

spend on each activity, and ways they can spread out their time to 

better manage all activities. 


