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Time management for ambassadors
Being an ambassador should enhance your personal development, your CV and your bank balance.  It should not have a detrimental affect on your studies!  In order to avoid this you must learn to manage your time.

Different people do this is different ways:

· Large weekly or monthly charts arranged horizontally or vertically with each activity in a different colour

· Daily lists with specific time allocations

· A comprehensive diary – either paper or electronic

· Spider diagrams, again using colour and other means of indicating the importance of items – ie different sizes and shapes of boxes.

· The back of an envelope 

The actual means of recording your commitments is not important provided it works for you and you follow it.  What is important is to be honest and realistic in deciding what you can and cannot manage to do.  

The essential activities, setting aside family commitments, which will vary for each of you, should be:

· Your attendance at lectures, seminars, workshops and placements

· Supporting work that needs to be done in your own time, bearing in mind hand-in dates

· Paid employment and any volunteer commitments you have made

· Relaxation 

· Sleep 

Make sure that you balance these and do not overstretch yourself in one particular area!
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