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After viewing the following resources please complete and submit this worksheet. Make sure you read the
Additional Readings suggested in the class.

TIME MANAGEMENT: AVOIDING TIME STEALERS

Supervisor Essential Skills - Setting Priorities, Time Management and Organization
Learning Objective: Identify best practices for setting priorities and organize work processes to better manage time.

1. Describe the difference between internal and external time stealers. Identify one time stealer in each
category that is your biggest struggle.

- Internal time stealers:

- External time stealers:

2. Explain the 5 strategies for avoiding time stealers.
- Avoid procrastinating:
- Overcome the tendency to take on too much work:
- Say “no” to new tasks:
- Minimize the time you spend on the phone:

- Prevent visitors from taking up too much time:

3. Give an example of a time when you put off doing something. What are some of the reasons you might have
done this?



4. How have the demands on your time changed since you became a supervisor? What changes have you
made to cope this change in demands?

5. What are the 3 most common sources of interruptions in your court? How do you handle each of these
interruptions?

6. As a manager, what strategies can you use for minimizing drop-in visitors from taking so much of your time?

7. Think of a time when you allowed yourself a moment to relax and regain your focus? Discuss this time, and
how taking that moment helped you and your time management.

I certify that I spent hours completing this unit (CBTs and worksheet) not including breaks.

Signature Date

Original worksheet is to be returned with ACS program checklist upon completion of all ACS
requirements. A copy may be sent to your training coordinator if you wish to receive COJET credit.

Please complete evaluation online at https://www.surveymonkey.com/r/acsonline8




