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Life in the 21st century…
What’s good and bad about living now?



One unfortunate fact of life these days…

Résumé
---------
---
-----
------

JOB OR SCHOOL
APPLICATIONS

Lots of people competing for the same opportunities

Consider Joe…



How will you look on your résumé ?

What disappears?What counts?

• Education (UC Merced!)
• Grades & test scores
• Awards
• Work experience
• Special job skills
• References

• Talents & abilities 
(unless truly exception)

• Hobbies (unless world class)
• Social life & travel
• A lot of what makes life 
interesting!!

Be successful at this stuff So you have time & money for this



How can you be successful in all the 
things you want to do? 

1.Do less (worth a try)

2.Make better use of your time

Semester

Week

College

Adulthood

168 hours

2,500 hours

20,000 hours

600,000 hours

Here’s what you have to work with…



Most people spend a lot of time like this…



When have you been “in the zone”?

Instead of like this…
Totally focused on your important projects

How can you keep yourself “in the zone”?



Some guidance from one expert…

http://www.theatlantic.com/doc/200407/fallows2
Nice 5-page summary online here:

1. Efficiently manage “new stuff” 
2.Keep all obligations on a list 

& out of your head

Keep your mind calm & clear of everything 
except what you’re doing right now



Simple scheme to handle all new stuff:

Is it “actionable” ?

I.e. do you need to 
or want to do 
anything about it?

or

For any new demand on your time, first ask one question
How does new stuff come into your life?



Not Actionable

Do one of three things with it:

Toss it File it
(for future 
reference)

or or

Schedule it
(if actionable 

in future)



Actionable

What you do depends…

If you can 
finish it in 
less than 2 
minutes… 
just do it.

If someone 
else can do it… 
pass it on.

or or

If you still need to 
do something,  put 
in on your list of 
Next Actions



To Do List

1. Find summer job
2. Buy shampoo
3. Write paper for WRI110
4. Learn French
5. Catch up in Math 21

Next Action List is not a To Do List

Next Action List

1. Get Starbucks job application
2. Buy shampoo
3. Brainstorm list of paper topics
4. Look up online French courses
5. Do Math 21 assignment 3

How many people keep a To Do List?



Always think in terms of the next action

Next Action List

-----------------
-------------------
---------------
-------------------

Reduce a complicated task 
to individual actions

When done, 
add next 
action to list

Do 
the 
action



Put EVERYTHING actionable on your list 

Your mind is free because you know everything 
is on your list and you’ll get to it eventually



Use any system that works for you



How to use your Next Actions List:
Whenever you have time to do 
something, pick an action off the 
list using your own best judgment

Once a week, review the entire list 
to remove things that are done (or 
don’t need to be done anymore)



Recap…

1. Efficiently manage “new stuff” 
If not actionable:

• Trash it    or:
• File it       or:
• Schedule it

If actionable:
• Will it take <2 minutes?  Do it
• Can someone else help?   Pass it on
• Otherwise:  Figure out the next 

action & add it to your list



2. Keep all obligations on a list 
& out of your head

Recap…

• Make a Next Action list for all of your stuff

• Add new actions as soon as they appear 

• When you finish one action, add the next 

• Review the whole list every week

Good luck with everything & have fun


