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“My goal is to learn effective methods of time management.”
To achieve this goal I read the sections of the pre-course package thoroughly and I tried to get as much out of the class as possible. I enquired about time management systems that other Firefighters use and I did some research on the Internet.

Although I have not completely mastered the techniques of effective time management, I have learned a few useful methods of managing my time and I have learned how to put them into practice. I will still need a lot of practice before I am completely comfortable with the time management methods I learned. At this stage recording how I spend my time and dividing tasks into urgent/not urgent and important/not important is still foreign to me but as I practice it, it becomes easier.

The biggest help to me in improving my time management skills has been my computer. On it, I found parts of the Microsoft Outlook program that I have never used. They seem to be made exactly for my purposes. There is a task list that allows me to input what I have to get done and when it must be completed. There is also a calendar feature that I use to track my time and schedule my future tasks. The computer even has a reminder function that pops up when a task is almost due. The only thing that has held me back from practicing these techniques more is the fact that I’m not really that busy. I do not have a long list of things that I must do each day so it is fairly easy to accomplish them all.

When I set my goal I was hesitant to choose something that was open ended. I wanted to follow the SCRAM system and stick to an area that was realistic and measurable. Time management methods seemed to be something that would be easy to measure as opposed to something like conflict resolution. After taking the course I find there are several areas that I plan to improve upon. I have already put to use the active listening skills I learned and I plan to employ some of the problem solving methods we discussed.

