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Introduction

Undertaking a PhD is definitely not an easy task. With multiple activities and everything to be done at your own discretion, time and task management can become challenging. There is so much to do that without effective planning you can find yourself mentally and physically tired. An over worked mind and body along with unfinished tasks and inadequate progress could leave you easily de-motivated.

How often have we come across people saying, “I wish I had more time in hand or if only there were more than twenty four hours in a day!”. Time plays a crucial role in everyone’s life. People who find success in life are the ones who have come to grips with their time effectively.

How do we do that? 

· Time management

· Task management

· Prioritising

· How to utilise time effectively

· Rest!

I think that for good time management first we need to have a stock of all activities that need to be done. We also need to prioritise our work. We need to use our judgement based on the time availability and the job urgency, also taking into consideration dependencies. We could also do things in parallel.

When tasks become boring and monotonous, we could end up taking a lot of time for completing the same. One solution to this problem could be to switch over to an equally important (same priority) task or a smaller interesting task.

There are two things that we have to keep in mind. First is not to waste time. The question that arises now is, how do we preclude ourselves from wasting time. One of the best possible solutions would be to make a schedule of our activities. For us research students, we should have a schedule to deal with how we are going to get through our PhD. We could make schedules for varying time spans, short term (daily/weekly) and long term (monthly/yearly). Try setting short-term goals as against long term goals. You get to see something productive and it peps you up to work further besides giving you the confidence in your work. This is useful and effective especially in our nature of work, which requires a lot of time and persistence to be put in.

At the same time, we should take care not to spend too much time making too many schedules and not actually implementing them. We should also remember that a schedule is a tool and not a contract. So it should be flexible. 

One simple way to maintain a schedule is to use the email inbox as a list of things to do. A good tool would be to use a 2x2 table as follows

	
	Urgent
	Not Urgent

	Important
	
	

	Not Important
	
	


We can’t make too many things urgent or important at the same unless the situation demands. So we need to 

· Primarily address work that are urgent and important

· You can follow it with the no-so-urgent but important ones

· And finally deal with the not urgent and not important ones

We could also prioritise within the boxes, especially the important ones. Also some things get less important with time.

The second thing is that rest is not a waste of time. Not everyone relaxes the same way. For some people rest would be to sleep, for some it would be a good work out and the like. So it depends on the individual’s preference to come to terms with how they could get rest.

Try not to burn out

Directed Attention Fatigue is one of the common syndromes that is encountered as a result of over working one self. At one point working harder becomes counter productive. You are tired, so you cant get work done, so you work harder and become more tired. This is a short-term problem, but it can also lead to a long-term problem. Sleep can help both problems, but in the long term you can take advantage of restoration experiences. Walking in the woods, taking a vacation or doing low priority tasks when you are tired would also be of help to avoid burning out.  

Life Management

Each person is responsible for managing his or her own life. Time management is just part of life management. It would be expedient for us to ruminate about what we would like to do after a PhD. We will have responsibilities to meet (family commitments, etc.) and it will be worthwhile to plan our life accordingly. Most people work very hard while working on their PhD. This doesn’t mean you have to only do your PhD. Beyond that, if you try to enjoy life you will be more productive. On the other hand if you too busy enjoying life to get things done, then it might cost you your PhD.

Another attribute that a person is required to possess is to say NO. If you don’t want to do something then you should be able to recoil. It is your responsibility to repudiate, if you think the benefits outweigh the costs. If you have problem finding time to do important things, mark time off your calendar and then do them and say NO to other things.

PhD Work

Completing your PhD is a tough work. There will be times when we feel like we are not making any progress or insufficient progress. The key is to keep making progress. Sometimes we reach a dead end or have negative results. This is not as good as positive results, but it is still progress. We have to remember that discovering problems is as important as finding solutions.

It is imperative that every research student has a time plan/schedule for their PhD work. It could contain a broad plan of the various stages involved during the period of their research and also the milestones and deliverables that have to be achieved at each phase during the completion of the PhD. Various software tools such as Microsoft Project are available, that can aid people in preparing the schedules.

Conclusion

We have to keep in mind that each individual is responsible for his or her time. Schedules are useful, but don’t solve all the problems. We should preclude ourselves from getting burned out and learn to say no to work or things that are not going to be beneficial in achieving our aspiration. 

We can adopt any of the mechanisms discussed above, and choose a pattern that is most suitable. The journey is long and it pays to prioritise our course of work/study, plan our activities, indulge in the more productive ones along with keeping ourselves relaxed and rested.
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