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Self-management is the
basis of lifelong learning.

Nowadays, in adverse
circumstances it is crucial to
organize our life properly. 



Nowadays, managing time may seem to be
difficult. Due to an easy access to technology
and social media, we sometimes can not focus
on our work. What we should do, is to switch
off our phone and think only about the things
we ought to do. 

In order to manage our tasks properly, we
should make a to-do list. This helps me not to
forget about anything and motivates me.
Setting goals is the first step to achieve
something. We have to do it precisely and
wisely not to get demotivated.

organization skills
Setting goals and managing
tasks

Managing time



We are efficient if we take
breaks during working. At school,

every 45 minutes we have a
break and we should remember
about it while staying at home.

Prioritizing tasks is really
important when we have a lot

of things to do and don't
know what to start with. We
should start with doing the
most difficult and urgent
things, and finish the with

easier ones.

Prioritize wiselyTake breaks



Create a timeline 
for each task

and stick to it.



Affective skills

Motivation skills are really
important. There is no one
way to motivate yourself. You
have to try many different
things in order to find this
one, which motivates you. 

State of mind is also really
important. While learning or
working, you should be
relaxed. This is the key to
success. Moreover, you
should be focused only on
your work. 

motivation, state of mind



Reflection
Reflecting on the things, you have done or
achieved is a crucial step to get to know
yourself better. Reflection helps us to
consider our strengths and what we can
improve to be more efficient. We should not
forget about this step.



“Productivity is never an accident. It is always
the result of a commitment to excellence,
intelligent planning and focused effort.”

- Paul J. Meyer


