Time Management Worksheet: Use this format to brainstorm and review the tasks that you will need to complete as a GSI, indicating how much time they will take each week in the space provided.

	
	Week 1
	Week 2
	Week 3
	Week 4 

	Meet with faculty and GSI team
	
	
	
	

	Attend lecture
	
	
	
	

	Facilitate section/lab
	
	
	
	

	Hold office hours
	
	
	
	

	Prep for section
	
	
	
	

	Do readings
	
	
	
	

	Answer student emails
	
	
	
	

	Grade small assignments
	
	
	
	

	Hold review sessions
	
	
	
	

	Grade large assignments/exams
	
	
	
	

	Total Hours:
	
	
	
	


	
	Week 5
	Week 6
	Week 7
	Week 8 

	Meet with faculty and GSI team
	
	
	
	

	Attend lecture
	
	
	
	

	Facilitate section/lab
	
	
	
	

	Hold office hours
	
	
	
	

	Prep for section
	
	
	
	

	Do readings
	
	
	
	

	Answer student emails
	
	
	
	

	Grade small assignments
	
	
	
	

	Hold review sessions
	
	
	
	

	Grade large assignments/exams
	
	
	
	

	Total Hours:
	
	
	
	


	
	Week 9
	Week 10
	Week 11
	Week 12 

	Meet with faculty and GSI team
	
	
	
	

	Attend lecture
	
	
	
	

	Facilitate section/lab
	
	
	
	

	Hold office hours
	
	
	
	

	Prep for section
	
	
	
	

	Do readings
	
	
	
	

	Answer student emails
	
	
	
	

	Grade small assignments
	
	
	
	

	Hold review sessions
	
	
	
	

	Grade large assignments/exams
	
	
	
	

	Write letters of recommendation
	
	
	
	

	Total Hours:
	
	
	
	


	
	Week 13
	Week 14
	RRR Week
	Final Grading

	Meet with faculty and GSI team
	
	
	
	

	Attend lecture
	
	
	
	

	Facilitate section/lab
	
	
	
	

	Hold office hours
	
	
	
	

	Prep for section
	
	
	
	

	Do readings
	
	
	
	

	Answer student emails
	
	
	
	

	Grade small assignments
	
	
	
	

	Hold review sessions
	
	
	
	

	Grade large assignments/exams
	
	
	
	

	Write letters of recommendation
	
	
	
	

	Total Hours:
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