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				[image: Man and woman at job interview]Figure 22.1 It’s not too early to start thinking about your post-university employment. Image by amtec_photos is licenced under CC BY-SA 2.0.  Introduction
 Many people study at university because they want to work in a specific profession, or perhaps gain employment with better conditions.  This chapter outlines some steps that you can be taking now, while you are a student, to increase your employability when applying for work after you graduate.  These activities do not need to be time consuming and many will also be helpful to you as a student learning in your field of study. Field of study is referred to as your discipline area in this chapter, and describes the major or key area of study, for example education, nursing or creative arts. It’s not too early to start thinking about your post-university employment, and many of the activities suggested in this chapter can be undertaken now, regardless of how far you are through your studies. This chapter begins by discussing the importance of having a general career plan and then describes some activities that can assist in developing your career readiness and make you more attractive to future employers.
 What are your plans?
 [image: Cartoon image of arrow on dart board with graphs and paperwork surrounding it]Figure 22.2 Having a clear idea of the profession you wish to enter is an important part of developing your employability. Image by Megan Rexazin used under CC0 licence. Part of increasing your employability is understanding the profession or career you are planning to enter.  You have chosen a program of study, but what types of jobs do you plan to have when you graduate?  Some students will have a very clear picture of what their future work will be.   For other students, the pathway to a career is not as straightforward.  If you are in the latter category, then we recommend that you have a chat to a Career Practitioner (or Careers Advisor/Counsellor).  Most universities will provide free access to expert careers advice.  This doesn’t mean you are locking yourself into only one career path.  However, having a clear picture of your future profession will make it easier to work on the skills and attributes that your future employers will be seeking.
 Professional in training
 It can help to think of yourself as a professional in training, rather than as a student.  This happens from the moment you start your university experience and provides you with opportunities to develop your professional identity, ready for your first new role after graduation.  You demonstrate your professionalism (or lack of) in your interactions within your subjects, with fellow students, university staff and others.  This includes how you interact with others in forum posts, in lectures and tutorials, and in the assessment work that you submit.  This doesn’t mean that studying cannot be fun. It’s more about ensuring that you are not acting inappropriately or creating a negative impression.
 [image: Web of colourd people all connected]Figure 22.3 Developing positive relationships with your lecturers is part of developing your professional network. Image by Mohamed Hassan used under CC0 licence. Developing a positive professional relationship with your lecturers can have many benefits.  Your lecturers will often have connections with employers in your discipline and they are usually happy to share their knowledge of employment practices and opportunities with students.  Many graduate employment programs require applicants to submit academic references and your lecturers need to know who you are before they can be your referee.  You can connect with university staff and demonstrate your career readiness in a number of ways.  This can involve being an active participant in your classes, including discussing the subject content in classes and tutorials, engaging in the forums for your subjects and joining discipline clubs (e.g., Engineering Club).  Not all of these options will be possible for all students.  If you are studying online, you may need to consider different approaches compared to a student studying on campus.  For example, students attending live online lectures can use a webcam to show their presence, be dressed appropriately, ask questions during the session and consider their video background view (Quick tip: Use a virtual background image if your actual background isn’t ideal).
 Professional image
 [image: Cartoon image of red man among crowd of blue men]Figure 22.4 It’s important that you stand out from the crowd in a good way, or for the right reasons. Image by Katie White used under CC0 licence. Your professional image is important.  Many employers will view the social media pages of applicants, so consider if your public profile is what you want potential employers to see.  As an employee, your behaviour and image reflects on your employer, so employers are looking for people whose image matches the business.  It’s important to be aware that anything you post or upload online may be accessible forever, even if you remove the original post.  Once something is online you may lose control over how it is distributed or shared.  This doesn’t mean that you cannot have personal opinions or share your personal life with friends and family online.  However, you may consider having a private personal profile and a public professional profile on social media and other online platforms, such as LinkedIn.
 Professional Memberships
 Many professional organisations have free or reduced cost membership for students.   These organisations often provide useful resources to members, have graduate programs and advertise job vacancies.  They will also often provide professional development opportunities and mentoring programs.  Professional groups provide opportunities to meet people to develop your professional network and are also an opportunity for you to become more familiar with your profession and the types of jobs that might be available.
 Your university website may list relevant professional organisations for your program of study.  Your lecturers and career practitioners will also be able to provide you with advice regarding the most relevant organisations for you to join.
 Joining a professional organisation is the first step. To get the most out of your membership, consider participating in professional development opportunities, accessing member resources, joining mentoring programs, or attending local branch meetings.  These activities demonstrate to potential employers you have done more than just complete a membership application form.
 [image: Cartoon image of cog wheels connected with people's face in the middle]Figure 22.5 Consider joining a professional organisation and participating in member activities. Image by Mohamed Hassan used under CC0 licence. Accreditation bodies
 Many professions require registration or have optional registration.  This process is overseen by organisations known as accreditation bodies.  For example, the Queensland College of Teachers is the organisation responsible for teacher registration and for accrediting teacher education programs, or teaching degrees, within Queensland, Australia, and membership with Engineers Australia is often required before you can be employed as an Engineer in Australia.   We recommend that you review the competencies and skills you will need to demonstrate for registration if this applies to your profession or discipline.  These are also likely to be many of the same skills that employers will be looking for.  Be prepared to submit your application for professional registration as soon as possible.  You may need to have completed your degree before you can apply for registration, however you may be able to prepare the other elements of your application beforehand. You don’t want to miss a great employment opportunity because your professional registration isn’t finalised.
 Internships and other work experience
 Many students do not have industry experience when they commence their studies.  However, there are often opportunities to gain discipline experience while you are a student.  This can include professional placements as formal components of your studies, work integrated learning, internships, industry placements and paid junior roles.   Your university’s careers and employability team, your lecturers and other support staff will be able to inform you of the options available within your discipline area.  These placements provide excellent opportunities to not just develop discipline skills, but to also expand your professional network, gain professional references or recommendations, and may lead to ongoing employment.  They also give you an opportunity to see what it might be like working in your chosen profession and what employment opportunities exist.  Ideally, you will be excited by your work or placement in your discipline area and be even more motivated to finish your degree.
 Don’t worry if you are unable to undertake work experience in an area directly related to your study.  Any recent employment where you can demonstrate that you are a good employee (e.g., that you are punctual, reliable, appropriately presented) will be helpful.  [image: Quote in speech bubble, “To prepare myself for future employment as a teacher, I have contacted a school that I’m going to be volunteering in to help children with reading. The other thing you need for education is first aid, so I’m going to look into that as well.” Quote from Amanda Grace, Mature Age Student.]Skills you may be able to demonstrate from other paid employment include experience in customer service, working with others, written communication skills, managing budgets, following policies and procedures, plus many more.  Consider asking your employer for a reference that verifies that you have demonstrated these key qualities.
 Volunteer activities also provide opportunities to develop skills that future employers will be seeking. For example, if you prepare your cricket club newsletter then you may have valuable experience in written communication, working with contributors, using the software or program used to create the newsletter and graphic design.
 Other extra-curricular opportunities
 [image: football laying on field]Figure 22.6 Participation in extra-curricular activities provides additional opportunities to develop and demonstrate skills that employers may be looking for. Image by S. Hermann & F. Richter used under CC0 licence. Most universities will offer extra-curricular opportunities, such as student representation positions, peer assisted learning, sporting clubs, debating clubs, etcetera. These provide opportunities for you to develop and demonstrate skills that employers are looking for (as well as being good fun).  Participating in these activities also shows that you have some balance in your life and are not “just” a student.  For example, playing in a team sport may indicate to an employer that you are able to work with others and are generally fit and healthy; and holding student representation positions can allow you to develop and demonstrate leadership skills.
 Prepare your Resume or Professional Portfolio
 We recommend that you prepare your resume or CV (Curriculum Vitae) now, at least in draft form, so when positions are advertised you are ready to apply.  Graduate employment programs are often advertised six months (or more) before the program is due to commence and may only be open for submission for a short period of time.  There are a lot of resume preparation resources available online and your university is likely to provide support in developing your resume.  Your resume is an opportunity to highlight your skills, experience, and abilities and why you are a desirable candidate.  It is important that you spend some time preparing a professional resume. A poorly prepared resume may lead employers to believe that you are a poorly prepared professional.
 Some disciplines will require students to develop a professional portfolio during their studies. For example, a creative arts student may develop a digital portfolio of their paintings, a film and television student may develop a showreel, an education student may create a showcase portfolio of lesson plans, or an engineering student may develop a skills development portfolio. This is a great opportunity to gradually build a portfolio of evidence of your skills and abilities and your professional learning. Carefully consider any feedback you receive on your portfolio, as your lecturers are likely to know what potential employers are seeking.
 [image: Cartoon image of resumes]Figure 22.7 Having a professional and comprehensive resume is an important part of the application process. Image by Coffee Bean used under CC0 licence. You will often have to submit a number of other documents with your application, which may include a cover letter, statement of claim, selection criteria statement, university transcripts, referee reports, or samples of work.  Your university careers and employability team will have resources and support to assist you in preparing a comprehensive application.
 Interview preparation
 It’s exciting when your resume, professional image, skills and abilities lead to an interview for a position. Don’t let all that good work go to waste by being unprepared in your interview. There are a number of things to consider during the interview stage to maximise your chance of being the successful candidate. These include:
 	[image: Cartoon image of comuter desk]Figure 22.8 Spend time preparing for the interview to maximise your chances of being the successful candidate. Image by VIN JD used under CC0 licence. your personal presentation, including what you wear,

 	body language,
 	punctuality (not too early and not late),
 	understanding the employer and the business,
 	knowing what skills to highlight,
 	how to answer interview questions, and
 	how to manage nervousness during the interview.
 
 Your university careers and employability team will have resources to help you prepare for an interview and may provide opportunities for you to practice your interview technique.  There are also many useful resources online.
 Industry events on campus
 Your potential employers may attend events at your university, either on campus or virtually. Your university may host careers fairs and other opportunities to connect with potential employers. A careers fair is an event where employers from a wide range of professions will attend to discuss their recruitment processes and provide information about their organisations. Other employers may offer information sessions at key recruitment times, for example your local state education system may offer recruitment information sessions for students about to graduate with teaching degrees. These are all great opportunities to connect with your potential future employers.  Consider these events as a mini job interview and aim to make a positive impression when you attend. You never know; the people you meet may be the ones who interview you formally for a job in the future.
 Other skills required in your profession
 [image: Cartoon of people around table with words 'team work' on board]Figure 22.9 Demonstrating skills such as ability to work in a team is often as important as demonstrating your discipline knowledge. Image by GraphicMamaTeam used under CC0 licence. As mentioned in earlier sections of this chapter, not only are employers interested in your technical or discipline skills, they are also looking for candidates with other skills. These may include the ability to communicate clearly, work with others, problem solve, manage their time, show initiative and adaptability, and demonstrate leadership. It is important that you consider how you will demonstrate these skills.
 Develop a Checklist of skills and experience
 When you know what potential employers might be looking for you can develop a plan for acquiring any skills that you don’t already have.  Job vacancies, your university careers and employability team, professional bodies and accreditation or registration bodies are all possible sources of information.  For example, you can review the skills, training and experience applicants are asked to demonstrate in relevant job vacancies.
 University Careers and Employability support
 Most universities will have a careers and employability team that will offer a range of services, including promoting job vacancies, resume and application writing support, and careers advice.  They may also offer internships, mentoring, and other programs designed to assist you.  The careers and employability team are also a great resource if you aren’t sure about what activities might be helpful, who your professional organisations might be, or what job opportunities might be available. They are experts in the field of employment, career development, and employability and their services are usually free to university students, so make the most of this great resource.
 [image: Word cloud with the words: interview, career, skills, team, dreams, degree ect]Figure 22.10 Your university careers and employability team can help you navigate the journey to employment. Image by 905513 used under CC0 licence. Conclusion
 Starting your career preparation while you are still a student at university can help you to build a comprehensive portfolio demonstrating your readiness and suitability to enter your profession. Universities usually offer a number of opportunities for students to develop employability skills so take advantage of them. Other activities such as joining a professional organisation, connecting with your lecturers and joining university clubs will provide you with opportunities to develop skills and widen your professional network. By developing these skills and gaining experience you will improve your readiness to enter your profession and the transition from student to professional will be easier.
 Key points
  	Preparing to enter your profession starts when you commence your studies at university.
 	Knowing about your future profession will help you to choose appropriate career readiness activities.
 	Developing positive relationships with your lecturers is part of developing your professional network.
 	Ensure that your public social media profile shows you as a professional to potential employers. Consider creating a professional LinkedIn profile.
 	Join professional organisations relevant for your future career and participate in their activities and services.
 	Gain work experience, either in your chosen industry, as a volunteer or in other work areas.
 	Participate in extra-curricular activities. Not only are they often good fun, but you are developing useful skills at the same time.
 	Prepare a professional resume.
 	Consider developing a list of skills, experience and abilities that you will need to demonstrate in your profession and use it as a checklist as you prepare for your future career.
 	Your university careers and employability team will have resources and services to assist you.
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		Preface

								

	
				This book owes its origins to the open textbook “College Success”, written by Amy Baldwin. Baldwin’s text aims to assist students’ transition into tertiary study. Our team of learning advisors and librarians at the University of Southern Queensland have a similar desire to help new students flourish at university. Thus, the integration “College Success” with the wealth of knowledge and experience of our team made a natural union for our book.
 In “Academic Success”, you will find an Australian perspective on the university experience, with content especially re-worked for Australian students. Our team has also contributed new discussions in areas such as English language foundations, working with information, writing assignments and many more. Our sincere thanks to each team member for their tireless efforts, enthusiastic support of the project and their valued work on this book. Please see About the Authors for the list of our contributors. We would also like to thank Dr Linda Clark for her superb artistic talents in designing the front cover, and several of the figures included in the book.
 This book would not have been possible without the outstanding contribution of our Open Education Content Librarian Nikki Andersen. We offer our sincere thanks to Nikki for her expertise, insightful guidance and dedicated approach in stepping us through this new process.  Nikki, you made the journey enjoyable, exciting and achievable. Thank you. We also extend our appreciation to Adrian Stagg, Manager (Open Educational Practice) for his support, advice and expertise in open textbooks. Your vision and enthusiasm is inspiring and contagious. You have expanded our world. Our thanks also goes to our amazing leader, Debi Howarth (Student Learning and Development Manager). No project is possible without  a dynamic person at the helm who not only sees the potential from the beginning but who also knows how to manage a project all the way through to the finish line. Debi, this entire book exists because you thought, “we can do this” and then you made it happen.  Thank you for your outstanding leadership and for the opportunities you gave us to contribute to such an exciting venture.
 Finally, Dr Wendy Hargreaves committed her substantial skill and enthusiasm to create a seamless project which harnessed the writing talents of our team. Her writing and editing expertise supported us in producing our first open textbook.  Wendy’s boundless energy and plentiful smiles provided the best possible environment for this creation. Thank you, Wendy.
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				[image: Friends sitting together]Figure 1.1 Who are you and why have you decided to go to university? Image by Naassom Azevedo used under CC-BY licence.  Introduction
 Who are you and why have you decided to go to university? Starting this chapter with you, the student, seems to make perfect sense. You are probably full of emotions as you begin this journey towards a degree and the fulfilment of a dream. Are you excited about meeting new people and finally getting to take subjects that interest you? Are you nervous about how you are going to handle your courses and all the other activities that come along with being a university student? Are you thrilled to be making important decisions about your future? All of these thoughts, even if contradictory at times, are normal and you may be experiencing several of them at the same time.
 The decision to go to university is a choice that students make. You have made a choice to commit several years of hard work to earn a degree. In some cases, you may have worked long and hard to get here by getting good grades in high school. You may have even set yourself up financially and be earning money to pay for textbooks and other expenses. Now that you are enrolled in university, you have a clearer path to achieving your goals!
 
 Why university?
 	greater job satisfaction
 	better job stability
 	better outcomes for the next generation
 	greater earning potential over time
 
 [image: ]University also provides an opportunity to develop much needed soft skills. The National Association of Colleges and Employers (2019) in the United States has identified eight career-readiness competencies that university students develop:
 		critical thinking/problem solving
 	oral/written communication
 	teamwork/collaboration
 	digital technology
 	leadership
 	professionalism/work ethic
 	career management
 	global/intercultural fluency
 
 
 
 [image: Quote in speech bubble "My initial reason for deciding to go to university was financial. I wanted to be able to provide for my wife and a family one day. I went to a few university Open Days not really knowing what I wanted to do, and I found paramedicine. It ticked a lot of boxes, so I pursued it and it was the best thing I ever did. I am lucky to have found a meaningful, rewarding and financially viable career; which I could not have done without university. " Quote from Scotty Warren, Mature Age student.]
  
 There are few occasions that will provide you the opportunity to develop all of these skills in a low-stakes environment (i.e., without the fear of being fired!). You will learn all of this and more in your courses. It seems like a great opportunity, doesn’t it? If you find yourself asking the question “What does this course have to do with my major?” challenge yourself to look for connections between the content and your larger educational, career, and life goals.
 Growth Mindset
 The way you think about your university experiences can affect your journey and your success. Psychologist, Dr Carol Dweck (2016, p. 2) and her colleagues developed a model showing two contrasting approaches to thinking – a fixed mindset and a growth mindset. Someone with a fixed mindset views abilities as something they either possess or do not. It cannot be changed. In contrast, someone with a growth mindset sees abilities as something that can be learnt and developed (see Figure 1.2).
 [image: Fixed mindset vs growth mindset table]Figure 1.2 The differences between fixed and growth mindset are clear when aligned to key elements of learning and personality. Credit: Based on work by Dweck (2016). Adopting a growth mindset can assist you to overcome challenges, and grow in knowledge and ability as you set out on your new university journey. As strange as it may seem, research into fixed versus growth mindsets has shown that if you believe you can learn something new, you greatly improve your ability to learn (Dweck & Leggett, 1988). At first, this may seem like the sort of feel-good advice we often encounter in social media posts or quotes that are intended to inspire or motivate us (e.g., believe in yourself!). However, in looking at the differences outlined in Figure 1.2 between a fixed (i.e., performance-goal-oriented student) and a growth mindset (i.e., learning-goal-oriented student), you can see how each part of the growth mindset path would increase your probability of success when it came to learning.
 Something you may have noticed is that a growth mindset would tend to give a learner grit and persistence. If you had learning as your major goal, you would normally keep trying to attain that goal even if it took you multiple attempts. Not only that, but if you learnt a little bit more with each try you would see each attempt as a success, even if you had not achieved complete mastery of whatever it was you were working to learn. With that in mind, it should come as no surprise that Dr. Dweck found that those people who believed their abilities could change through learning (growth versus a fixed mindset) readily accepted learning challenges and persisted despite early failures (2016, pp. 2-5).
 Doing this Together
 Having a helpful mindset is one way you can put yourself on the pathway to academic success. Another powerful tool is to connect yourself with your fellow university students, academic and professional staff to make your journey together. If there is anything that you would like some assistance with when studying at university, talk to someone and let them know what you need. The secret about university success that not many people know is that successful students seek help. They use resources and they do that as often as necessary to get what they need. Your tutors and lecturers will expect the same from you, and your university will have all kinds of offices, staff, and programs that are designed to help.
 These are called “help-seeking behaviours,” and along with self-advocacy, which is speaking up for your needs, they are essential to your success. As you get more comfortable adjusting to life in university, you will find that asking for help is easier. In fact, you may become really good at it by the time you graduate, just in time for you to ask for help finding a job! Review Table 1.1 for a few examples of times you may ask for extra support. See if you can identify where at your university you can find the same or a similar resource.
 Table 1.1 Challenges, university resources, and potential outcomes
 	Type 	Challenge 	University resource 	Potential outcome 
 	Academic 	Mastering the homework in your math class. 	The university library, learning centre or math’s learning advisors 	A peer or professional tutor can walk you through the steps until you can do them on your own. 
 	Health 	You’ve had a great few days studying but are now tired and noticed that you have a slight cough. 	The university health or medical centre 	A licensed professional can examine you and provide care. 
 	Social 	You’re looking for a group to belong to. Your classmates seem to be going in different directions and your roommate has different interests. 	Student organisations and interest groups 	Becoming a member of a group at university can help you make new friends. 
 	Financial 	You were granted a scholarship which was great but are now looking for ways to cover additional university expenses.  	University Student Support or Wellness office 	A student welfare counselor can provide you with information about your options for meeting your university expenses. 
  
 Conclusion
 In conclusion, knowing who are you and why have you decided to go to university is an important first step to appreciating the magnitude of the choice you have now made to achieve your goals. This is exciting because a university degree is highly valuable and university graduates are more likely to experience greater job satisfaction, job stability, health and wellness, outcomes for the next generation, and earning potential over time. Starting to study at university will open the door to fantastic opportunities to develop your knowledge and skills and will test your mindset to overcome challenges. The best part is that you will be doing this together with your fellow students, academic and professional staff. This book will also provide you with assistance as you make the transition across the great divide − from high school, work, home or wherever you were at in life − to university student. Welcome aboard!
 Key points
  	The decision to go to university is a choice that students make to achieve their goals.
 	University graduates are more likely to experience greater job satisfaction, better job stability, improved health and wellness, better outcomes for the next generation, and greater earning potential over time.
 	Adopting a growth mindset can assist you to overcome challenges and grow in knowledge and ability as you set out on your new university journey.
 	You will be doing this together with your fellow students, academic and professional staff.
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				[image: Weekly planner]Figure 9.1 Selecting purposeful goals and priorities has the power to put you on track and on time in your journey to academic success. Image by Sajith Ranatunga used underCC0 licence. Introduction
 Every day holds limitless choices for how you can spend your time. Whether consciously or not, those decisions are guided by goals and priorities. Selecting purposeful goals and priorities has the power to put you on track and on time in your journey to academic success. This chapter holds valuable tools for knowing how to get the best out of every day, every week and every year at university. It can move you from floating along with limitless choices, to flying with a focused, intentional direction towards where you want to go.
 The chapter begins by explaining the link between goals and motivation. It then shows you how to construct SMART goals and how to use grit to “stick” with them. It also points out the difference between long-term and short-term goals. Next, the chapter explores how to determine priorities, and what to do when you have priority conflicts. This is followed by a helpful discussion of how to complete tasks by breaking them down into the components you need. The chapter finishes with a reminder of how having both deadlines and flexibility can assist you.
 Goals Give Motivation
 Motivation often means the difference between success and failure. That applies to school, to specific tasks, and to life in general. One of the most effective ways to keep motivated is to set goals. Goals can be big or small. A goal can range from I am going to write one extra page tonight, to I am going to work to get an A in this course, and all the way to I am going to graduate in the top of my class so I can start my career with a really good position. The great thing about goals is that they can include and influence several other things that all work towards a much bigger picture. For example, if your goal is to get an A in a certain course, all the reading, studying, and every assignment you do for that course contributes to the larger goal. You are motivated to do each of those things and to do them well. Setting goals is something that is frequently talked about, but it is often treated as something abstract. Goal setting is best done with careful thought and planning. This next section will explain how you can apply tested techniques to goal setting and what the benefits of each can be.
 SMART Goals
 Goals need to be specific and represent an end result. They should also be SMART. SMART is an acronym that stands for Specific, Measurable, Achievable, Relevant, and Time-bound. When constructed carefully, a SMART goal will help you achieve an end result and support your decision making. Each of the components of a SMART goal will now be described in more detail below.
 	Specific—For a goal to be specific, it must be carefully defined. A goal of get a good job when I graduate is too general. It doesn’t define what a good job is. A more specific goal would be something like identify a hospital that recruits graduate nurses and has clear career paths.
 	Measurable—To show effect, and report progress, goals need to be measured. What this means is that the goal should have clearly defined outcomes with enough detail to measure them. For example, setting a goal of doing well at university is a bit undefined, but making a goal of graduating with a grade point average (GPA) above 4.0 at university is measurable and something you can work with.
 	Attainable—Attainable or achievable goals means they are reasonable and within your ability to accomplish. While a goal to complete six subjects in a semester and work part time is something that would be nice to achieve, the odds that you could make that happen in a semester are not very realistic for most students. However, if you plan to complete three subjects this semester and work part time it may well be more achievable.
 	Relevant—For goal setting, relevant means it applies to the situation. In relation to university, a goal of buying a horse to ride to for pleasure on weekends is unlikely to be relevant to your student goals, particularly if you live 100km from campus, but getting dependable transportation to the campus is something that would contribute to your success at university.
 	Time-bound—Time-bound means you set a specific time frame to achieve the goal. I will get my paper written by Wednesday is time-bound. You know when you must meet the goal. I will get my paper written sometime soon does not help you plan how and when you will accomplish the goal.
 
 In the following table you can see some examples of goals that do and do not follow the SMART system (see Table 9.1). As you read each one, think about what elements make them SMART or how you might change those that are not.
 Table 9.1 Examples of goals that do and do not follow the SMART system
 	Goal 	Is it SMART? 	Comments 
  	I am going to be rich someday  	No 	There is nothing specific, measurable, or time-bound in this goal. 
 	I will graduate with a GPA of 4.0 by the end of next year. 	Yes 	The statement calls out specific, measurable, and time-bound details. The other attributes of attainable and relevant are implied. This goal can also be broken down to create smaller, semester or even weekly goals. 
 	I will walk for 30 mins each day to help me relieve stress. 	Yes 	All SMART attributes are covered in this goal, explicitly or implied. 
 	I would like to do well in all my courses next semester. 	No 	While this is clearly time-bound and meets most of the SMART goal attributes, it is not specific or measurable without defining what “do well” means. 
 	I will earn at least a 4.0 GPA in all my courses next semester by seeking help from the Learning Advisor (Maths). 	Yes 	All the SMART attributes are present in this goal. 
 	I am going to start being more organised. 	No 	While most of the SMART attributes are implied, there is nothing really measurable in this goal. 
  
 The most important thing to do when goal setting is to write down the goals, then keep them visible, and revisit each one every couple of weeks to make sure you are on track.  Another useful approach to goal setting is to discuss your goals with a critical friend who will help you to be realistic and encourage you to achieve the goals.
 Stick With It!
 As with anything else, the key to reaching goals is to stick with them, keep yourself motivated, and overcome any obstacles along the way. In the following graphic you will find seven methods that highly successful people use to accomplish their goals (see Figure 9.2).
 [image: Tips for achieving goals]Figure 9.2 Seven ways to stay motivated. Image adapted from OpenStax used under CC-BY 4.0 licence. Keeping focused and motivated can be difficult at university.  There are so many other things to do, lots of temptations, and procrastination can be a problem with complex study commitments.  How well we persevere towards goal or task completion is sometimes called “grit”.  Grit drives us to succeed and to get back up when things seem too hard.  Grit is not about how clever you are. It is about how much you keep going until something is finished or accomplished.
 This personality trait was defined as grit by the psychologist Angela Duckworth and colleagues (Duckworth et al., 2007). In their study, they found that individuals with high grit were able to maintain motivation in learning tasks despite failures. What the results showed was that grit and perseverance were better predictors of academic success and achievement than talent or IQ. The New York Times best-selling author Paul G. Stoltz has since taken the grit concept and turned it into an acronym (GRIT) to help people remember and use the attributes of a grit mindset (Stoltz, 2015). His acronym is Growth, Resilience, Instinct,  and Tenacity.  Each element is explained in the table below (see Table 9.2).
 Table 9.2 The GRIT acronym
 	Growth 	Your inclination to seek and consider new ideas, alternatives, different approaches, and fresh perspectives 
 	Resilience 	Your capacity to respond constructively and to manage all kinds of adversity 
 	Instinct 	Your capacity to pursue the right goals in the best and smartest ways 
 	Tenacity 	The degree to which you persist, commit to, stick with, and achieve your goals 
  
 The first step in applying grit is to adopt an attitude that focuses on the end goal as the only acceptable outcome. With this attitude comes an acceptance that you may not succeed on the first attempt—or the nineteenth attempt. Failed attempts are viewed as merely part of the process and seen as a very useful way to gain knowledge that moves you towards success. Sometimes we need to look at how we are doing something to find out why we are unsuccessful. When we are honest about the reasons why, we can then start to manage the situation and set goals. We get back up and start again.
 Long-Term Goals and Short-Term Goals
 Long-term goals are future goals that often take years to complete. An example of a long-term goal might be to complete a Bachelor of Arts degree within four years. Another example might be purchasing a home or running a marathon. While this chapter focuses on your academic planning, long-term goals are not exclusive to these areas of your life. You might set long-term goals related to fitness, wellness, spirituality, and relationships, among many others. When you set a long-term goal in any aspect of your life, you are demonstrating a commitment to dedicate time and effort towards making progress in that area. Because of this commitment, it is important that your long-term goals are aligned with your values.
 Setting short-term goals helps you consider the necessary steps you’ll need to take, but it also helps to chunk a larger effort into smaller, more manageable tasks. Even when your long-term goals are SMART, it’s easier to stay focused and you’ll become less overwhelmed in the process of completing short-term goals.[image: Quote in speech bubble, "I’m motivated to study by thinking long term – so I’m already seeing myself in a classroom teaching children." Quote from Amanda Grace, Education student "]
 You might assume that short-term and long-term goals are different goals that vary in the length of time they take to complete. Given this assumption, you might give the example of a long-term goal of learning how to create an app and a short-term goal of remembering to pay your mobile phone bill this weekend. These are valid goals, but they don’t exactly demonstrate the intention of short and long-term goals for the purposes of effective planning.
 Instead of just being bound by the difference of time, short-term goals are the action steps that take less time to complete than a long-term goal, but that help you work towards your long-term goals. If you recall that short-term goal of paying your mobile phone bill this weekend, perhaps this short-term goal is related to a longer-term goal of learning how to better manage your budgeting and finances.
 Prioritisation
 [image: Post it nnote]Figure 9.3 Numbered lists are useful and easy tools to create. Image by OpenStax used under CC-BY 4.0 licence. A key component in goal setting and time management is that of prioritisation. Prioritisation can be thought of as ordering tasks and allotting time for them based on their identified needs or value. This next section provides some insight into not only helping prioritise tasks and actions based on need and value, but also how to better understand the factors that contribute to prioritisation.
 The enemy of good prioritisation is panic, or at least making decisions based on strictly emotional reactions. It can be all too easy to immediately respond to a problem as soon as it pops up without thinking of the consequences of your reaction and how it might impact other priorities. It is natural for us to want to remove a stressful situation as soon as we can. We want the adverse emotions out of the way as quickly as possible. But when it comes to juggling multiple problems or tasks to complete, prioritising them first may mean the difference between completing everything satisfactorily and completing nothing at all.
 One of the best ways to make good decisions about the prioritisation of tasks is to understand the requirements of each. If you have multiple assignments to complete and you assume one of those assignments will only take an hour, you may decide to put it off until the others are finished. Your assumption could be disastrous if you find, once you begin the assignment, that there are several extra components that you did not account for and the time to complete will be four times as long as you estimated. Because of situations like this, it is critically important to understand exactly what needs to be done to complete a task before you determine its priority.
 To better see how things may need to be prioritised, some people make a list of the tasks they need to complete and then arrange them in a quadrant map based on importance and urgency. Traditionally this is called the Eisenhower Decision Matrix. Before becoming the 34th president of the United States, Dwight Eisenhower served as the Allied forces supreme commander during World War II and said he used this technique to better prioritise the things he needed to get done.
 In this activity, begin by making a list of things you need or want to do today and then draw your own version of the grid below. Write each item in one of the four squares. Choose the square that best describes it based on its urgency and its importance. When you have completed writing each of the tasks in its appropriate square, you will see a prioritisation order of your tasks. Obviously, those listed in the Important and Urgent square will be the things you need to finish first. After that will come things that are “important but not urgent,” followed by “not important, but urgent,” and finally “not urgent and not important” (see Figure 9.4).
  
 [image: Figure xx The Eisenhower Matrix can help organise priorities and ensure that you focus on the correct tasks.]Figure 9.4 The Eisenhower Matrix can help organise priorities and ensure that you focus on the correct tasks. Image by OpenStax used under CC-BY 4.0 licence. Another thing to keep in mind when approaching time management is that while you may have greater autonomy in managing your own time, many of your tasks are being driven by a few different individuals. In some cases, keeping  others  informed  about  your  priorities  may  help  avert possible conflicts (e.g., letting your boss know you will need time on a certain evening to study; letting your friends know you plan to do a journal project on Saturday but can do something on Sunday, etc.). It will be important to be aware of how others can drive your priorities and for you to listen to your own good judgment. Time management in university is as much about managing all the elements of your life as it is about managing time for class and to complete assignments.
 Occasionally, regardless of how much you have planned or how well you have managed your time, events arise where it becomes almost impossible to accomplish everything you need to by the time required. While this is very unfortunate, it simply cannot be helped. As the saying goes, “things happen.” Finding yourself in this kind of situation is when prioritisation becomes most important. When this occurs with university assignments, the dilemma can be extremely stressful, but it is important to not feel overwhelmed by the anxiety of the situation so that you can make a carefully calculated decision based on the value and impact of your choice.
 Priority Conflicts
 As an illustration, imagine a situation  where  you  think  you  can only complete one of two  assignments  that  are  both  important and urgent, and you must make a choice of  which  one  you will finish and which one you will not. This is when it becomes critical to understand all the factors involved. While it may seem that whichever assignment is worth the most points to your grade is how you make the choice, there are actually a number of other attributes that can influence your decision in order to make the most of a bad situation. For example, one of the assignments may only be worth a minimal number of points towards your total grade, but it may be foundational to the rest of the course. Not finishing it, or finishing it late, may put other future assignments in jeopardy as well.  Or the instructor for one of the courses might have a “late assignment” policy that is more forgiving—something that would allow you to turn in the work a little late without too much of a penalty.
 If you find yourself in a similar predicament, the first step is to try to find a way to get everything finished, regardless of the challenges. If that simply cannot happen, the next immediate step would be to communicate with your instructors to let them know about the situation. They may be able to help you decide on a course of action, or they may have options you had not considered. Only then can you make effective choices about prioritising in a tough situation. The key here is to make certain you are aware of and understand all the ramifications to help make the best decision when the situation dictates you make a hard choice among priorities.
 Completing Tasks
 Another important part of time management is to develop approaches that will help you complete tasks in a manner that is efficient and works for you. Most of this comes down to a little planning and being as informed about the specifics of each task as you can be.
 Knowing what you need to do
  As discussed in previous parts of this chapter, many learning activities have multiple components, and sometimes they must occur in a specific order. Additionally, some elements may not only be dependent on the order they are completed, but can also be dependent on how they are completed. To illustrate this we will analyse  a  task  that  is  usually  considered   to   be   a   simple one: attending a class session. In this analysis we will look at not only what must be accomplished to get the most out of the experience, but also at how each element is dependent upon others and must be done in a specific order. The graphic below shows the interrelationship between the different activities, many of which might not initially seem significant enough to warrant mention, but it becomes obvious that other elements depend upon them when they are listed this way (see Figure 9.5).
 [image: Pre-class, during class andposclass prep ideas]Figure 9.5 Many of your learning activities are dependent on others, and some are the gateways to other steps. Image by OpenStax used under CC-BY 4.0 licence. As you can see from the graphic above, even a task as simple as “going to class” can be broken down into a number of different elements that have a good deal of dependency on other tasks. One example of this is preparing for the class lecture by reading materials ahead of time in order to make the lecture and any complex concepts easier to follow. If you did it the other way around, you might miss opportunities to ask questions or receive clarification on the information presented during the lecture.
 Understanding what you need to do and when you need to do it can be applied to any task, no matter how simple or how complex. Knowing what you need to do and planning for it can go a long way towards success and preventing unpleasant surprises.
 Knowing how you will get it done
  After you have a clear understanding of what needs to be done to complete a task (or the component parts of a task), the next step is to create a plan for completing everything. This may not be as easy or as simple as declaring that you will finish part one, then move on to part two, and so on. Each component may need different resources or skills to complete, and it is in your best interest to identify those ahead of time and include them as part of your plan.
 A good analogy for this sort of planning is to think about it in much the same way you would as preparing for a lengthy trip. With a long journey you probably would not walk out the front door and then decide how you were going to get where you were going. There are too many other decisions to be made and tasks to be completed around each choice. If you decided you were going by plane, you would need to purchase tickets, and you would have to schedule your trip around flight times. If you decided to travel by car, you would need petrol money and possibly a map or GPS device. What about clothes? The clothes you will need are dependent on how long will you be gone and what the climate will be like. If it is far enough away that you will need to speak another language, you may need to either acquire that skill or at least come with something or someone to help you translate. What follows is a planning list that can help you think about and prepare for the tasks you are about to begin.
 Knowing what resources will you need
 [image: Man looking at planning board]Figure 9.6 Allowing time to think is an important part of learning. Image by Pexels used under CC0 licence. Make a list of the resources you will need to complete a task. The first part of this list may appear to be so obvious that it should go without mention, but it is by far one of the most critical and one of the most overlooked. Have you ever planned a trip but forgotten your most comfortable pair of shoes or neglected to book a hotel room? If a missing resource is important, the entire project can come to a complete halt. Even if the missing resource is a minor component, it may still dramatically alter the end result. Learning activities are much the same in this way. List everything you need.
 It is also important to keep in mind that resources may not be limited to physical objects such as paper or ink. Information can be a critical resource as well. In fact, one of the most often overlooked aspects in planning by new university students is just how much research, reading, and information they will need to complete assignments.
 Knowing what skills will you need
 Poor planning or a bad assumption in this area can be disastrous, especially if some part of the task has a steep learning curve. No matter how well you planned the other parts of the project, if there is some skill needed that you do not have and you have no idea how long it will take to learn, it can be a bad situation.
 Imagine a scenario where one of your class projects is to create a poster. It is your intent to use some kind of imaging software to produce professional-looking graphics and charts for the poster, but you have never used the software in that way before. It seems easy enough, but once you begin, you find the charts keep printing out in the wrong resolution. You search online for a solution, but the only thing you can find requires you to recreate them all over again in a different setting. Unfortunately, that part of the project will now take twice as long.
 It can be extremely difficult to recover from a situation like that, and it could have been prevented by taking the time to learn how to do it correctly before you began or by at least including in your schedule some time to learn and practise.
 Set Deadlines
 Of course, the best way to approach time management is to set realistic deadlines that take into account which elements are dependent on which others and the order in which they should be completed. Giving yourself two days to write a 20-page work of fiction is not very realistic when even many professional authors average only six pages per day. Your intentions may be well founded, but your use of unrealistic deadlines will not be very successful. Setting appropriate deadlines and sticking to them is very important.
 Be Flexible
 It is ironic that the item on this list that comes just after a strong encouragement to make deadlines and stick to them is the suggestion to be flexible. The reason that “be flexible” has made this list is because even the best-laid plans and most accurate time management efforts can take an unexpected turn. The idea behind being flexible is to readjust your plans and deadlines when something does happen to throw things off. The worst thing you could do in such a situation is panic or just stop working because the next step in your careful planning has suddenly become a roadblock. The moment when you see that something in your plan may become an issue is when to begin readjusting your plan.
 Adjusting a plan along the way is incredibly common. In fact, many professional project managers have learned that it seems something always happens or there is always some delay, and they have developed an approach to deal with the inevitable need for some flexibility. In essence, you could say that they are even planning for problems, mistakes, or delays from the very beginning, and they will often add a little extra time for each task to help ensure an issue does not derail the entire project or that the completion of the project does not miss the final due date. As you work through tasks, make certain you are always monitoring and adapting to ensure you complete them.
 Being flexible is helpful but sometimes it can feel overwhelming when there are too many changes needed within a short amount of time. It can help to stand back occasionally and look at the big picture to remind yourself of your major priorities for your life while at university. You may find it helpful to draw a learning map and place it on your wall to remind yourself of what really matters to you – where you will be flexible and where you won’t.
 [image: A learning map with aborginal art listing university priorities in the center other tips on the side such as get organised, go for a walk, visit family]Figure 9.7 You may find it helpful to draw a learning map and place it on your wall to remind yourself of what really matters to you. Image by Sam Conway. Conclusion
 Goal setting and prioritisation are essential in the first year of university and beyond. Learning effective approaches to goal setting and managing priority conflicts takes time, but the steps covered in this chapter provide a strong foundation to get students started. Using a structured approach to identifying achievable goals that are personally meaningful allows you to plan for both short and long-term success. Overtime, prioritisation may also become easier as you gain experience. Keep the key points in mind to help maintain your motivation as you transition into university life.
 Key points
  	One of the most effective ways to keep motivated is to set goals.
 	SMART Goals are a useful structured approach to plan, write down, commit to, and achieve meaningful goals.
 	The key to reaching goals is to keep at it, keep yourself motivated, and overcome any obstacles along the way.
 	Apply grit and adopt an attitude that looks directly to the end goal as the only acceptable outcome.
 	Setting short-term goals helps you consider the necessary steps you’ll need to take to achieve your long-term goals, but it also helps to chunk a larger effort into smaller, more manageable tasks.
 	Prioritisation is a key component of goal setting and time-management which involves ordering tasks, and allotting time for them based on their identified needs or value.
 	If you find that you have a priority conflict, make certain you are aware of and understand all the ramifications to help make the best decision.
 	Knowing what you need to do and planning for it can go a long way towards successfully completing tasks. You might need specific resources or skills.
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