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Activity three: Now that you have completed the Job Responsibility Inventory for all projects
and responsibilities required of you, it is time to develop a schedule. When you schedule
working time for yourself, honor the appointment as a non-negotiable block of time on your
calendar. It can be helpful to revisit this schedule after a month or two to determine how it is
working for you. You may realize that you need more or less time for a project, something may
be added to your plate, or you may have delegated a task to someone else and can omit it from
your schedule.

→ Scheduling is an ongoing activity. While it may be challenging at first, commit to completing
project work as scheduled for the first month or so to see how it goes.

Additional Support
The following resources can help you with managing your time, utilizing your calendar, or getting
personalized feedback and assistance with your time management moving forward.

1. Training video one: Introduction to Google Calendar
2. Training video two: Google Calendar Essential Training
3. Training video three: Time Management Fundamentals
4. Training video four: Finding your Time Management Style

The above training links are provided through LinkedIn Learning. You can access this training
content for free and on demand when you login with your CWRU NetworkID and password. If
you have not yet accessed your free LinkedIn Learning account, you may find instructions on
how to do so via UTech’s Website.

Finally, if you need additional support or would like to talk through your goals, please consider
utilizing the P�
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https://www.linkedin.com/learning-login/share?account=50815393&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fintroduction-to-google-calendar%3Ftrk%3Dshare_ent_url%26shareId%3DXB3EmIsNRLmSE91X9c38zA%253D%253D
https://www.linkedin.com/learning-login/share?account=50815393&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fgoogle-calendar-essential-training-22151542%3Ftrk%3Dshare_ent_url%26shareId%3DhuXF133%252BR8u9U%252Bjz2Gc2EQ%253D%253D
https://www.linkedin.com/learning-login/share?account=50815393&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Ftime-management-fundamentals-14548057%3Ftrk%3Dshare_ent_url%26shareId%3DK47cbMLlTP%252BQDQsI98gH1g%253D%253D
https://www.linkedin.com/learning-login/share?account=50815393&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Ffinding-your-time-management-style%3Ftrk%3Dshare_ent_url%26shareId%3D02KaBO3fQYmbRUSYwN3ltA%253D%253D
/utech/linkedin-learning
/hr/professional-development/professional-development-training-sessions
https://docs.google.com/forms/d/e/1FAIpQLSd9dsIXFrYCs6FMzy8S169Who_jp6wF2LKTJBsAPfrPYLA5Tg/viewform
mailto:askhr@case.edu
https://docs.google.com/forms/d/e/1FAIpQLSc1kTKqyixsHWfPar62tD0WiMikEQmpUF-C2c_d1dLqwtPCXA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSc1kTKqyixsHWfPar62tD0WiMikEQmpUF-C2c_d1dLqwtPCXA/viewform

