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Time Management & Productivity Resources

Have a good resource for time management and productivity you would like to share? Please
share with us at phd _recruit@jhmi.edu

Time Management books in the PDCO Online Library

How to Ruthlessly Prioritize your Tasks: Time Management Methods

How to transition between work and personal time, article

Setting SMART Goals: How to make your goals achievable, article & video: “Setting SMART
goals means you can clarify your ideas, focus your efforts, use your time and resources
productively, and increase your chances of achieving what you want in life.”

Eisenhower Matrix (Important-Urgent Matrix) video + resources: “The Eisenhower Matrix, also

referred to as Urgent-Important Matrix, helps you decide on and prioritize tasks by urgency and
importance, sorting out less urgent and important tasks which you should either delegate or not
do at all.”

Accountability buddy/group: Arrange daily or weekly group conversations to set your goals for
the day/week. Check in with your buddy throughout your week to share progress.

Forest App: Based on Pomodoro method, keeps you locked out of your phone for time that you
set. You can friend others to “work” together.

Draw a timeline of your PhD using a Gantt Chart: resources and downloadable sample chart
here; COVID-timeline adaptation available here

NIH Office of Intramural Education: Virtual Activities for Trainees Outside the NIH (wellness-
focused, will be updated regularly)
e Becoming a Resilient Scientist: Setting Reasonable Expectations and Healthy Boundaries
for Ourselves and With Our Supervisor (webinar recording: HERE)
e Teleworking with Kids (webinar recording: HERE)
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https://pdco.med.jhmi.edu/online-library/
https://zapier.com/blog/prioritize-task-list-methods/
https://hbr.org/2020/04/how-to-transition-between-work-time-and-personal-time
https://www.mindtools.com/pages/article/smart-goals.htm
https://www.eisenhower.me/eisenhower-matrix/
https://www.forestapp.cc/
https://academiac.net/2018/11/20/guidelines-to-draw-a-timeline-of-your-phd/
https://login.microsoftonline.com/9fa4f438-b1e6-473b-803f-86f8aedf0dec/oauth2/authorize?client_id=00000003-0000-0ff1-ce00-000000000000&response_mode=form_post&protectedtoken=true&response_type=code%20id_token&resource=00000003-0000-0ff1-ce00-000000000000&scope=openid&nonce=E80EE9C27DA1B5B4015B9C59FCB84F703340B0E38ECFA8B8-3AF4A317AA86F519A479FC527E6F1933609CBA50A8248BDD022ED0067B462876&redirect_uri=https:%2F%2Flivejohnshopkins-my.sharepoint.com%2F_forms%2Fdefault.aspx&wsucxt=1&cobrandid=11bd8083-87e0-41b5-bb78-0bc43c8a8e8a&client-request-id=b4b7489f-1056-b000-3252-fd2f9db512c6
https://www.training.nih.gov/virtual_nih_activities_for_trainees_outside_the_nih
https://attendee.gotowebinar.com/register/2300107262959484429
https://www.training.nih.gov/events/view/_2/3192/ONLINE_ONLY_MOM-DAD-DOCS_Teleworking_with_Kids



