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Taking Control of Yourself

Shingo Matsumiya
Professor, Dean of Academic Affairs

College of International Professional Development

There are times when you need to react to events such as answering phone calls and emails,
fighting fires and crises or the loss of your beloved. This is called a REACTIVE style in time
management terms. On the other hand, there are times when you need to decide what is
important and how you will spend your time rather than responding to every event befalling you.
Here, you are very focused on your target or goal. You are quite clear about your purpose and not
easily distracted. This is called a PROACTIVE style.

It is not a simple question like ‘Are you reactive or proactive? You have to play both. However,

people who manage their time well tend to be at the proactive end of the continuum.

For your information, here are some recommended strategies for becoming more proactive with

the tip of your finger.

1. When you first sit down at your desk, just leave your computer, mobile phone, or tablet
turned off.

2. Spend the first three minutes of your day or study session planning.
Ask yourself ‘What is the most important thing I need to do to today?’

4. Don’t start responding to emails first thing in the morning. Answer them later in the day
after you’ve done some work of the day or you'll just get bogged down.

5. Again, shut down your laptop, mobile phone, or tablet and go back to the 2nd strategy.

Hope this helps.
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Network Is your treasure!
What a wonderful Kansaigaidai English Teachers’
Network in the secondary!
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Network is your treasure! Go for it!
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