
HOW TO
MANAGE
YOUR
WORKLOAD:

T I P S

A L L O C A T E  T A S K S  O N  D I F F E R E N T  D A Y S

P R I O R I T I Z E  Y O U R  W O R K

M O N I T O R  S C H E D U L E  A N D  P R O J E C T S
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WHAT IS
WORKLOAD
MANAGEMENT?

W O R K L O A D  M A N A G E M E N T  I S  T H E

P R O C E S S  O F  S T R A T E G I C A L L Y

D I S T R I B U T I N G  W O R K  I N  O R D E R  T O

M A X I M I Z E  A P P L I C A T I O N  S K I L L  A N D

P E R F O R M A N C E .
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ALLOCATE    
 TASKS ON
DIFFERENT DAYS

T O  A V O I D  B U R N O U T ,  O R G A N I Z E

W H I C H  T A S K S  S H O U L D  B E  D O N E  O N

D I F F E R E N T  D A Y S  O F  T H E  W E E K .

E A C H  W E E K  T A K E  A  D A Y  T O

O R G A N I Z E  W H A T  T A S K S  N E E D  T O  B E

D O N E  A N D  S E T  A S I D E  A  T I M E  F O R

H O W  L O N G  I T  W I L L  T A K E .  
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PRIORITIZE YOUR
WORK

T H E  M O S T  D I F F I C U L T  O R  H I G H E S T

P R I O R I T Y  T A S K  S H O U L D  B E  T A C K L E D

F I R S T .

C O M P L E T E  U P C O M I N G  A S S I G N M E N T S

O R  P R O J E C T S ,  S T U D Y  I N  S M A L L

A M O U N T S  F A R  I N  A D V A N C E  T O

A V O I D  O V E R W H E L M I N G .
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MONITOR
SCHEDULE AND
PROJECTS

B E C A U S E  O F  C L A S S E S  B E I N G

V I R T U A L  A N D  O N L I N E ,  T H I N G S  C A N

C H A N G E  O F T E N  A N D  Q U I C K L Y .  

W E E K L Y ,  L O O K  O U T  F O R  C H A N G E S  I N

D U E  D A T E S  A N D  T H E  S Y L L A B U S .  T H I S

A L L O W S  Y O U  T O  S T A Y  A H E A D  A N D

N O T  G E T  B E H I N D  I N  W O R K .
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EXTRA RESOURCES
ON MANAGING
WORKLOAD

T I P S

H O W  T O  E F F E C T I V E L Y  M A N A G E  A  H E A V Y  W O R K L O A D

A T  W O R K  ( L I F E H A C K . O R G )
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1 0  T I P S  T O  M A N A G E  W O R K I N G  W H I L E  G O I N G  T O

C O L L E G E  |  U N I G O

8  T I P S  T O  E F F E C T I V E L Y  P R I O R I T I S E  Y O U R  W O R K L O A D

( K E N T - T E A C H . C O M )

https://www.lifehack.org/818783/heavy-workload
https://www.lifehack.org/818783/heavy-workload
https://www.lifehack.org/818783/heavy-workload

