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The 4th Medical Career Day

The 4th Medical Career Day is organized under the patronage of Custodian 
of the Two Holy Mosques King Abdullah bin Abdulaziz Al Saud. The Medical 
Career Meeting is an annual event organized this year by the students of 
King Saud bin Abdulaziz University for Health Sciences. The patronage of 
the custodian of the two holy mosques is a great honor for students all 
over the country and is an extension of his great support of education and 
health. 

Goals of the 4th Medical Career Day

1. To promote awareness of the issues important for medical students, 
interns, in addition to Pharmacology and Dentistry students. 
2. To orient students on admission exams, both internationally and natio-
nally (these exams should be finalized before completion of the internship.)
3. To provide interns with an overview on how to be accepted in medical 
programs.
4. To provide an overview of different medical specialties.
5. To hone/sharpen the personal and professional skills of the students/
interns through workshops and lectures.

Our logo

The Logo of the 4th Medical Career Day reflects 
our intension to discuss the reality and expectations 
about Medical, Dental, and pharmacy professions 
for those at the beginning of their career. This will 
address any uncertainty about their career and also 
identify the best options appropriate for their future 
and the way they hope to reach their desired goals.
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TIME MANAGEMENT GUIDE
Why Time Management?

Benjamin Franklin said “Time is money” and Charles Bruxton 
said “You will never «find» time for anything. If you want time, 
you must make it.”

Time is a unique and precious resource that is needed to do 
work, accomplish goals, to be spent with loved ones, and to 
be enjoyed by everything that life has to offer. Therefore, ma-
naging time is an essential aspect every body should think of 
especially for those work in a medical profession.

The ‹80:20 rule›

This says that typically 80% of unfocussed effort generates 
only 20% of results. This means that the remaining 80% of 
results are achieved with only 20% of the effort. 
Like any other skill, time management can be learned and 
practiced if one wanted to.

What is Time Management?

Time management is not only a skill one can learn. It is a set 
of principles, practices, tools and systems working together 
aiming to get more value of time in order to improve the quality 
of life. 

It is not all about getting lots of stuff done. More importantly it 
is ensuring that one working on the right things (The important 
things that truly need to be done).
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There will be always enough time to do important things, but 

how to pick time for the important things is an art. Focusing 

in few vital projects which really make a difference rather than 

spending all the time doing many trivial (unimportant) things. 

That is the explanation why smart time managers have enough 

time to do many stuff compared with others.

Smart time managers have the following advantages:

More productive, can do many stuff in short time.•	
Having better results by doing less work.•	
More relaxed, by reliving the stress and anxiety.•	
More focused, prioritize important things.•	
Have more time to enjoy with people and activities.•	
More strong, when accomplish previously planned pro-•	
jects.

How to manage time? 

Set goals•	
Prioritize things•	
Be organized •	
Motivate your self•	
Avoid Procrastination •	
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Setting Goals

A goal or objective is what a person or a system plans or 
intends to achieve.

Write down your goals and keep them visible >> stay focused
Make lists and break things into smaller pieces e.g.:
Short-term, Intermediate-term and Long-term goals.

Set Deadlines•	  >> don›t become frustrated
Be Positive•	  >> have a good attitude
Be Realistic•	  >> Make your goals small and achievable 
List your values•	  >> what›s important to you?
Plan for the future and place yourself there•	  >> visualize, 
fantasize

Your goal should be S.M.A.R.T = S (specific) M (Measurable) 
A (Attainable) R (Realistic) T (Time-bound) 

Prioritization

Goals should be prioritized according to their importance 
from the most important to the least important to avoid was-
ting time in irrelevant (menial) things rather than doing the 
importance ones.
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How to prioritize things?
6 important steps:

1- Think about what things needs to be done.

2- Make a list of daily activities and think about how you work 
to accomplish them. 

3- Decide which goals are important to you, and how you can 
achieve them.

4- Develop tools that could help you achieving your goals ef-
fectively e.g.

        a)  Schedules
        b) PDA
        c) Computers

5- Monitor and Evaluate

Remind yourself about your objectives•	
Write short lists or put up photographs to help reminding •	
you of your goals and your progress 
If you keep away from the goal change your goal in a flexi-•	
ble way to be achievable

Ask yourself the following questions: 

What am I doing well? •	
What could I improve? •	
What are the opportunities facing me? •	
What is getting in my way? •	
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6- Reward  yourself 

Ann McGee-Cooper says, «If we learn to balance excellence in 
work with excellence in play, fun, and relaxation, our lives be-
come happier, healthier, and a great deal more creative.»

Organization

Organize things you have to accomplish regularly through a 
variety of systems that make it easier to do; an integrated sys-
tem is like glue that holds all the best time management practi-
ces together, if you don’t have (a secretary) to organize your 
work, you may use the followings:

The filing system which must be easy, simple and fun. •	
To Do List, either paper or computer based.•	

Motivation

It is the internal condition that activates behavior and gives it 
direction; energizes and directs goal-oriented behavior.
,

Motivation is a key to all success and achievement•	
Motivation begins with yourself•	
Identify the best time for you to work •	
Check your energy cycle •	
No one or thing can motivate you if your internal motiva-•	
tor is not involved. 
Believe in yourself and your capabilities •	
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Procrastination

Refers to the process of delaying actions or tasks to a later 
time

What is it? 

Procrastination is a complex psychological behavior that af-
fects everyone to some degree or another. With some, it can 
be a minor problem; with others it is a source of considerable 
stress and anxiety. Procrastination may result in stress, a sen-
se of guilt and crisis, severe loss of personal productivity, as 
well as disapproval by others for not meeting responsibilities 
or commitments.

Causes of procrastination

The fear of failure, as we think in our mind the complexity of 
the project, we start thinking of the different reasons why we 
can›t accomplish it and the many other things that you need 
to do it.

Doing it in the last minute, most students and even employees 
let their homework  for the last minute, they think of how much 
time left they have, so they put the work aside until the time 
comes.

Thinking that you have to be in the right mood at the right time. 
That is a real time waster, you might not feel like doing a work 
or you might have other personal problems that you are thin-
king about so you set aside your work.
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That is wrong you need to start your work as soon as possible, 
no matter in what mood you are, the more involved you get into 
your work, the less you are going to think in other problems

Overestimating the time left to complete a task. When you are 
assigned to do a research or project the first week of work 
do you begin on it right away or wait for 15 weeks until it is 
due? Many students see that long semester stretching ahead 
of them fail to take into account the other homework and life 
tasks they must manage during the semester.

Underestimating the time required to complete tasks. Many 
students don’t have a realistic concept of how much time it 
will take to look up sources, take notes, extract the information 
and formulate a paper. When they face difficulties and time 
delays, they often feel the universe is working against them. 

How to overcome procrastination?

Procrastination could be overcome if a person knows that fi-
nishing their jobs at the intended time will give them a peace 
of mind, a feeling of strength and a healthy feeling of being in 
charge of his (her) life.

Write down all your goals for the Next Day the previous night.
Turn off all electronic devices and communication just use 
what you really need to accomplish your task, like paper, com-
puter, etc.

Set a schedule for all your work tasks and don›t stop until you 
have finished your tasks one by one.



12
12

First I was dying to finish my high school and start college.
And then I was dying to finish college and start working.

Then I was dying to marry and have children.
And then I was dying from my children to grow old enough so 

I could go back to work.
But then I was dying to retire.

And now I’m dying

Suddenly I realized that I forget to live.
Don’t let this happen to you

Appreciate your present situation.
Enjoy each day

Useful references

American Psychological Association•	
www.causesofprocrastination.com»www.causesof-•	
procrastination.com
www.scienceblogs.com»www.scienceblogs.com•	
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