
Self-management 
 
The life of a student is busy and full of competing demands. When it's your own uni work, 
you can juggle your priorities and if you misallocate your time, you’re the only one who takes 
the consequences. However, in a group task, if students don’t manage their time well, 
everyone in the group suffers, including you! 
 
If you don’t meet a group deadline, the next step can't be done. If you don't turn up to 
meetings, planning becomes chaotic. If you don’t do what you say, you damage your 
reputation and cost the group marks. 
 
Take active steps to manage yourself and the task, so that time is used effectively and the 
group succeeds. 
 
Set up opportunities for clear and frequent communication - good communication helps 
everyone to be on the same page.  
 
Clearly identify the tasks and when they need to be completed by. It’s a good idea to set out 
a project timeline with task completion dates. The project timeline should be agreed upon 
and accessible by everyone. 
 
Start your individual tasks in a group project early so you have time if you underestimate 
how long it takes. Aim to finish 24 hours before it’s ‘due’ so you have time to deal with life’s 
unexpected challenges.  
 
Enter tasks in your online and phone calendar - starting times and completion targets. 
People often only enter the due date, and get the reminder to start when it’s too late. 
 
Reply to communication from the group promptly. Ideally, the same day, and certainly within 
24 hours. Try to put things in one email/message, with numbered action items rather than 
sending multiple message or emails. 
 
Commit to the time you are going to do a task. Don't think: “I’ll do it later”, or “I’ll do it 
sometime this week” or “I’ll do it tomorrow” or “I’ll do it tonight”. When we delay with vague 
timeframes, it’s likely to keep being delayed. We’re more likely to get it done if we have a 
specific time frame in mind: “I’ll do this tomorrow starting at 10am and aim to finish it by 
11:30am”. Best of all is “I’ll get started now”!  
 
Make a commitment to making group work work in your next group project. Take an active 
role in planning and communication, and always deliver on your commitments. However, if 
you have genuine reasons and difficulties preventing you from achieving the targets, don’t 
be afraid to reach out to your group members. That’s what group work is all about - working 
together to achieve a common goal! 


