
As a PhD student we have to much to 
handle and not enough time to get it 
all done
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Time Management 
Techniques
Successful people prioritise! They focus! They 
disconnect from everything else to get tasks 
done.

Busy work makes you feel 
like you are moving quickly 
and being productive in the 
process. But in effect, you are 
not.

Oliver Burkeman of BBC 
writes, “When you’re busy, 
you’re more likely to make 
poor time-management 
choices — taking on 
commitments you can’t 
handle, or prioritising 
trifling tasks over crucial 
ones. A vicious spiral kicks 
in: your feelings of busyness 
leave you even busier than 
before.”

Many of us confuse being “busy” with 

being effective, or efficient.

Adopt the “one thing” 
approach.

http://www.bbc.com/future/story/20160909-why-you-feel-busy-all-the-time-when-youre-actually-not


What’s on your plate?(MultiTasking)
Our time is limited. Doing everything is not an option

How to choose between important project & Ideas



Staying Focussed During a 
PhD - Some Simple Tips

#1 Talk to someone!

#2 Set yourself arbitrary deadlines - and 
stick to them!

#3 Have your key objectives written 
down somewhere you’ll see

#4 Put time aside to work towards the 
goals you really care about

#5 Report to your Advisor Regularly● Know your goals.

● Just say no.

● Eliminate 

distractions.



How to plan Ahead?
Prioritize 

Wisely!  

Important and urgent — Must be 
done. Do them right away.

Important but not urgent — Appear 
important

Urgent but not important — Make 
the most “noise” Delegate these if 
possible.

Not urgent and not important — 
Low-priority stuff 

● take 15 minutes to clear your desk and put 
together a list of the next day’s most pressing 
tasks. 

● you’ll feel better sitting down at a clean desk in 
the morning.

The night before

First thing in 
the morning

●  Arrive a few minutes early and assemble your 
prioritized to-do list. This may prove to be the 
most productive part of your day.



Time Management Apps 
That Will Boost Your Productivity

1. Rescue Time — Use your time wisely

This app will send you weekly reports to 
indicate what things are stealing your time. You 
may be shocked to discover how much time 
you’re actually wasting.

2. Remember The Milk — Keep on top of 
all your tasks

If you’re struggling to manage everything you 
have to do, and you work with many different 
devices, then this is the app for you. 



Time Management Apps 
That Will Boost Your Productivity

3. Toggl – Keep track of time spent on projects 

and tasks

A great alternative to timesheets, if you need to 
track how much time you spend on different 
projects. Effective time management starts with 
being clear on exactly how much time you actually 
spend on your projects and tasks.

4. 1-3-5 List – Prioritize Your Day 

Quickly

Use the 1-3-5 method to complete tasks. 
Choose 1 big thing, 3 medium things, and 5 
small things to accomplish, checking them off 
as you complete them. You can create any 
type of list you want, or use predetermined 
templates.

http://www.135list.com/


Time Management Apps 
That Will Boost Your Productivity

5. Evernote — Keep all your notes in 

one place

Allows you to capture all your ideas, thoughts and 
images in many different ways. You can even 
record your meetings, interviews, speeches and 
ideas, create lists, add voice or text attachments, 
and share your files with friends. 

 6. Trello — Track your projects in a highly 

visual way

It works by allowing you to create cards for 
tasks that you need to complete. Each card 
moves across the Trello board (which is 
typically broken into columns such as To Do, In 
Progress, and Completed) as your start, work 
on and complete the associated task.



Time Management Apps 
That Will Boost Your Productivity

Wunderlist — Digitalize your 

to-do lists

Wunderlist is an easy to use, 
feature-packed to-do list app. From 
planning a holiday, to sharing a 
shopping list with a partner, or 
managing multiple work projects, 

TimeTree — Have a shared 

calendar with your family

 Time Tree can keep everyone 
up-to-date with all current and 
upcoming activities and 
events.

Todoist — Capture and 

order all your tasks and 

activities easily

Todoist is close to being the 
ultimate digital to-do list. It’s 
available via browsers and 
apps, and lets you schedule 
all your tasks and activities. 
Each item can be flagged for 
priority as well as given a due 
date. 



To keep you on track
That Will Boost Your focus

Brain.fm – Online 
tool that uses 
music’s ability to 
influence your 
mental state. 

Coffitivity – 
choose your 
preferred cafe 
sound and get 
to work!

HEADSPACE – A 
few minutes could 
change your whole 
day

To Build 
Habits

Habitica – Habit building 
productivity app that turns 
real life into a game. With 
in-game rewards and 
punishments and a social 
community to support you

https://www.brain.fm/
https://coffitivity.com/
https://www.headspace.com/headspace-meditation-app
https://habitica.com/static/front


Noisli - create your own custom mix of noise.
Noisli provides ambient background noise 
that blocks out outside distraction and helps 
you focus only on your task at hand. 

Forest App - 

Want to put down 
your phone and fo
cus?Plant a seed in Forest. As time goes by, the 
seed grows into a tree. Give in to temptation 
and leave the app? Your tree will wither. And 
Forest partners with real tree-planting 
organization, Trees for the Future, to plant 
real trees.

To keep you on track
That Will Boost Your focus

http://www.noisli.com/
https://www.forestapp.cc/
https://www.forestapp.cc/
https://www.forestapp.cc/
https://www.forestapp.cc/


Take care of yourself
Be sure to get plenty of sleep and exercise. 
An alert mind is a high-functioning mind and 
one that’s less tolerant of time-wasting 
activities.

Take little breaks
What to do in a break time while you’re at 
BU?



Fun at BU
Fitness and recreation Center

George Sherman Union

Fuller's BU Pub
BU Beach

DeWolfe Boathouse



Thank you !
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