
What Employers Want: Time 
Management

Albany Technical College



Department of Labor
Trade Adjustment Assistance Community College and 
Career Training (TAACCCT) grant

Develop and implement Engineering 

Technology programs

Provide wrap around services for Engineering 

Technology  students

Provide Engineering Technology faculty with 

Instructional Design services

Develop and implement PLA Policy



Managing Your Time
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True or False

Time flies

False – Time actually moves at a 
predetermined fixed rate.

No one else manages my time but 
me.

True – We let others change our 
decisions about time and schedules.

Time is against us.

False – Time is on our 
side once we organize it!



Time Management Assessment
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Strategies to Organize YOUR Time
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Phone Calls & Emails

• Plan out what you want to say

• Return calls/emails at a set time of day

• Use voicemail to screen calls 

• Keep emails short



Avoiding Procrastination
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Strategies 

Manage 

Your

Time

Priorities Time Wasters

Why Procrastinate? How to Organize


