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Cadet Development and Time Management
By Dr. David R. Murray, Capt. CAP
Deputy Commander, GA 119, Group II Command
Introduction
Today, cadets and young people everywhere, have a great many demands placed on their time.   Technology has made processes easier in some ways but it has also complicated life and made expectations on these demands more acute.  As organizational skills have always been inherent in the CAP cadet program, our cadets may have a better grasp on time management than most teenagers.  Nevertheless, for a cadet to get into a very competitive college or university, they need to refine those skills early.  I know that many of our cadets are taking honors courses, competing in athletics, are involved in class leadership roles, engaging in community service activities and trying to maintain some kind of social life.  Some actually hold down part-time jobs after school.  In addition, family and church obligations are added to these agendas.  This is not surprising; as a former cadet myself, I know that CAP cadets by their very nature, often gravitate towards leadership roles and stay extremely busy.  However, bringing some kind of rational balance to these demands is a real challenge.  For those cadets seeking military academy appointments in the future, time management is absolutely essential.
The objective of this discussion is to introduce ways that cadets can gain more control of their life and manage their time in a more effective and productive manner.  I will talk about time management in general and share with you tips that have been developed by Alan Lakein, a Harvard University MBA. He is a prolific author in that field and the world’s foremost expert in this area.    I also will point to some concepts directed especially towards cadets as they work through CAP assignments and eventually, prepare to enter college.  As a retired University administrator, I can testify to the fact that the freshman year is perhaps the most important year of a college student’s educational experience.  It is a transitional time where young people gain both a level of freedom and a level of responsibility that they may not have had before; it is a time to explore a lot of avenues for future study.  It also is a time where establishing a good solid grade point average (GPA) is important.  Often, scholarships depend upon it.  A freshman will need to manage his or her own time, meet assignment deadlines and balance a social life and often part-time employment with their academic commitments.   Good time management will help cadets get the most out of the CAP program and prepare for college or any other training they wish to persue.


Getting the Most Out of Your Time  
The Academic Skills Center at Dartmouth College recommends several skills that are borrowed from Alan Lakein’s book, How to Get Control of Your Time and Your Life.  The center at Virginia Tech also encourages their students to implement these techniques. They are tried and tested successful business skills that can be adapted to meet the needs of any high school or college student.  Furthermore, they can help cadets maximize their effectiveness by working smarter, not harder and achieve a lot more with sometimes less effort.  Professor Lakein would have students count all their time as time to be examined and possibly channeled.  Cadets should enjoy effectively and efficiently using their time and find ways to build on successes while taking time to learn from mistakes.  Remember, there is always time for important things if you look for ways to free up time.  Taking time to plan and to get organized is a good start.   I use a weekly planner, a monthly calendar and a larger semester calendar in order to look at and manage the big picture.  In Civil Air Patrol, both the cadet program and the senior member professional development program are charted out by tasks and achievement levels.  In college, most programs follow a predefined curriculum and have course syllabi to guide students through the program.  These documents can be used to set goals and develop To Do Lists.  After you examine your materials, set realistic and achievable goals for yourself to establish a sense of direction.  Concentrate your efforts on those tasks that have the greatest rewards and establish priorities.  Highlight due dates, scheduled tests, labs, class presentations or field work to be done.  With your schedule and calendar, develop a daily TO DO List of specific things to be done that you will review, check off and update every morning.  The To Do list is a guide to action and a record of what you have completed.   Use the ABC method to identify priorities. “A” is an absolutely must do, “B” is an intermediate priority, and “C” is nice to do but you can put it off for a while.  Be sure to classify every task listed.
When planning your schedule, make larger blocks of time for your “A” priorities to accommodate unplanned emergencies.  For example the power goes off or the internet goes down; your printer runs out of ink so you need to be flexible.  I like to give myself plenty of lead time, set my projects aside and then review them again with a fresh eye just prior to submission.  Select your best time of day for “A” priorities.  My biological prime time is usually in the morning.  My wife and sons are night owls.  They do their best work in the evening.  Everyone is different so, find the best time for you to focus on high priority tasks and concentrate on one thing at a time.  Set deadlines and push yourself.  Eliminate trivial tasks that may not be necessary.  They are your “D” and some “C” priorities that are optional.  Avoid being a perfectionist and avoid procrastination.  Sometimes you may get bogged down in details or avoid doing things because you find them overwhelming.  Start with the most difficult assignment first.  Break your assignment into smaller tasks doing a bit at a time.  Professor Lakein calls this method the “Swiss cheese” technique because you punch holes in to your assignment periodically.  Eventually it will get done.  Use down time like when you are waiting in the doctor’s office or in the parking lot.  Your cadet can study index cards to master content knowledge.  Should your priorities be set, they become just that, a priority.  Avoid distractions; when others try to get you off track, you need to just say NO.  When you successfully get your “A” priorities done, reward yourself.  Relax, watch TV, call a friend and/or take a walk to the piazza shop.  Striking a balance between your cadet’s school work, social and recreational activities, family life and Civil Air Patrol is important.  All are vital to becoming a well rounded person.
Using time effectively will become more important as your cadet gets older and assumes more responsibility.   Remember, you and your cadet need to create a schedule that will identify all your time, (daily, weekly, and for the entire semester or quarter). Include meals, free time and recreational activities.  Develop a TO DO List every morning or the night before.  Apply the ABC method to set priorities.   Your workload needs to be assessed every day and upgraded as new priorities evolve and assignments are completed.  For more information, read up on Alan Lakein’s books.  How to Get Control of Your Time and your life has been around for a while but, it is an excellent book to start with.  
 

 
   
      
