
Time 
Management



Strategy 1: Eisenhower 
Matrix
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Strategy 2: Pomodoro 
Technique



Pomodoro Technique

1. Remove distractions from your workspace.
2. Choose ONE task to focus on.
3. Set your timer for 25 minutes.
4. Work on your task for that time.
5. Stop when the timer ends.
6. Take a 5-minute break.
7. Repeat steps 3–6 three times.
8. Take a longer break (30 minutes).



Strategy 3: Weekly Check-In



Weekly Check-In

WHY? HOW? WHEN?

Adapted from Nicole Mazzarella's Weekly Review



Weekly Check-In

WHY?



Why?

Ask yourself: 

Why am I in seminary?



Weekly Check-In

HOW?



Question 1
Did I work on my 

assignments when I planned 
to work on them last week?

YES

NO



Question 2
Why didn't I do 

the work?

WHAT'S REALLY GETTING 
IN THE WAY?



Question 3
What do I want / need to 

prioritize right now?



Question 4
What do I need to do in 

order to do the work 
next week?



Question 5
What assignments do I 

want to work on next 
week?



Weekly Check-In

WHEN?



Put It on the 
Calendar

• Schedule your weekly 
review

• Make it as short or as 
long as you need



IMPORTANT!
• Let your professor(s) know ASAP if you are struggling!!!
• This includes extenuating circumstances, such as:

oPersonal health issues (i.e., serious accident or illness)
oFamily illness
oDeath in the family
oVisa problems (international students)



Extenuating Circumstances 
DO NOT include...

• General busyness
• Minor illnesses
• Change in graduation date
• Failure to register or drop 

a course

• Employment demands
• Wedding planning
• Selling a home or moving
• Responsibilities from 

optional ministries

DTS Student Handbook 1.26.2



Contact Us

WRITING@DTS.EDU
HTTPS://STUDENTS.DTS.EDU/
WRITING


	Time Management
	Strategy 1: Eisenhower Matrix
	Eisenhower �Matrix
	Strategy 2: Pomodoro Technique
	Pomodoro Technique
	Strategy 3: Weekly Check-In
	Weekly Check-In
	Weekly Check-In
	Why?
	Weekly Check-In
	Question 1
	Question 2
	Question 3
	Question 4
	Question 5
	Weekly Check-In
	Put It on the Calendar
	IMPORTANT!
	Extenuating Circumstances DO NOT include...
	Contact Us

