
T.S. WEEK 16
ORGANIZATION!
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ANIMATOR

http://www.youtube.com/watch?v=nRNhPP62EZo


JOBS
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ANIMATOR PAY



Have you SHARED your
WORK with your ES?

WORK SAMPLES!
THE SEMESTER IS

ENDING VERY SOON.



ATTENDANCE



LACK OF TIME MANAGEMENT KEEPS US UNORGANIZED
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5 Common Time Management Mistakes
1

2

3

4

5

Failing to Keep a To-Do List

Not Setting Personal Goals

Not Prioritizing

Failing to Manage Distractions

Procrastination
Thanks www.MindTools.com



#1 - Failing to Keep a To-Do List
Do you ever have that nagging feeling that you've forgotten to do an important piece of work? If so, you probably 
don't use a To-Do List to keep on top of things. (Or, if you do, you might not be using it effectively!)

The trick with using To-Do Lists   effectively lies in prioritizing the tasks on your list. Many people use an A – F 
coding system (A for high priority items, F for very low priorities). Alternatively, you can simplify this by using A 
through D, or by using numbers.

If you have large projects on your list, then, unless you're careful, the entries for these can be vague and ineffective. 
For instance, you may have written down "Start on budget proposal." But what does this entail? The lack of specifics 
here might cause you to procrastinate, or miss key steps. So make sure that you break large tasks or projects down 
into specific, actionable steps – then you won't overlook something important.



#2 - Not Setting Personal Goals
Do you know where you'd like to be in six months? 
What about this time next year, or even 10 years from 
now? If not, it's time to set some personal goals!

Personal goal setting   is essential to managing your 
time well, because goals give you a destination and 
vision to work toward. When you know where you want 
to go, you can manage your priorities, time, and 
resources to get there. Goals also help you decide 
what's worth spending your time on, and what's just a 
distraction.



#3 - Not Prioritizing
Your assistant has just walked in with a crisis that she 
needs you to deal with right now, but you're in the 
middle of brainstorming ideas for a new client. You're 
sure that you've almost come up with a brilliant idea 
for their marketing campaign, but now you risk losing 
the thread of your thinking because of this 
"emergency."

Sometimes, it's hard to know how to prioritize  , 
especially when you're facing a flood of 
seemingly-urgent tasks. However, it's essential to 
learn how to prioritize tasks effectively if you want to 
manage your time better.



#4 - Failing to Manage Distractions
Do you know where you'd like to be in six months? 
What about this time next year, or even 10 years from 
now? If not, it's time to set some personal goals!

Personal goal setting   is essential to managing your 
time well, because goals give you a destination and 
vision to work toward. When you know where you want 
to go, you can manage your priorities, time, and 
resources to get there. Goals also help you decide 
what's worth spending your time on, and what's just a 
distraction.



#5 - Procrastination
Procrastination occurs when you put off tasks that you 
should be focusing on right now. When you 
procrastinate, you feel guilty that you haven't started; 
you come to dread doing the task; and, eventually, 
everything catches up with you when you fail to 
complete the work on time.

For instance, one useful strategy is to tell yourself that 
you're only going to start on a project for ten minutes. 
Often, procrastinators feel that they have to complete a 
task from start to finish, and this high expectation 
makes them feel overwhelmed and anxious. Instead, 
focus on devoting a small amount of time to starting. 



TICKET
OUT !
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1. DOWNLOAD THE TICKET OUT

DOWNLOAD 
TICKET OUT A & B FROM THE CLASS WEBSITE



2. Complete Worksheet A

Prioritize your life!



3. Complete Worksheet B

Make a 
To Do List



4. Upload both worksheets

https://metoyerteaches.wixsite.com/tran
sition/submit-assignments-here



EXTRA CREDIT (5 POINTS)
1

2

3

4

Get yourself a Google Account                  
(You’ll need 1 for next week.)

Make a screenshot of you logged 
in to your account (See below)

5

Rename the file with your last 
name (“Metoyer”)

Upload your image to the class 
website.

Example



Thank You
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