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If you are in college or intend to go to college, the single most irritating question that your family and others may ask you is this: “What are you going to do with your college degree?” This book will provide the answer: “I’m not just getting a degree. I’m developing the skills to succeed in whatever career I pursue, and when I finish my degree, I’ll be able to prove that to my future employer—and you, too!” If you master the skills presented in this book, you can make this statement confidently because you know you will accomplish much more in college than simply completing courses and getting a degree.

Both good news and bad news face all college students, which is why this annoying question is asked so often. In the face of unlimited opportunity (the good news) and a high degree of risk (the bad news), everyone gets anxious. Here’s a quick overview of the good and the bad news.

THE GOOD NEWS




• Over their work life, college graduates earn an average of $2.1 million dollars compared with $1.2 million dollars for high school graduates.

• Someone with a professional degree (MD, JD, or MBA, for example) will earn $4.4 million.1

• College graduates live longer, seem to be happier, vote more often, and are less likely to be unemployed or on welfare than nongraduates.2

• You and your parents and family will be proud.



THE BAD NEWS




• College tuition is likely to continue to increase at both private and public schools.

• Sixty-three percent of students who begin a four-year college do not finish in four years, and 42 percent do not finish in six years.3

• Two-thirds of college seniors who graduated in 2010 had student loan debt, with an average of $25,250.4

• In 2010, 85 percent of college seniors planned to move back home according to Time magazine.5

• The number of jobs not requiring a bachelor of arts will increase.6

• Research shows that the majority of college graduates do not improve key skills while in college.7



The bad news has gotten much worse since I wrote the first edition of this book in 2002. Costs have increased by 42 percent.8 With the increase in college costs, the average amount of debt for those students leaving college with debt has increased by 17 percent in eight years.9 The demand for students with college degrees in the humanities and social sciences has gone down.

College may be a day on the beach for some who live in the now, but it does not automatically lead to a beautiful life. Going to college is a risky business and getting more risky by the day. Like any investment requiring a lot of up-front money, four years of college can have a very big downside. Even if you get a good job, you may have huge debts to pay off. Paying off those debts may take a long time. If that doesn’t scare you, think about this possibility: you drop out after two years and are saddled with $25,000 in debt. That’s definitely bad news.

This book gives you the tools to avoid becoming one of those “bad news” statistics. It will help you avoid those risks and disappointments and take advantage of the big payoffs that a college education can provide. Aside from luck and other uncontrollable factors—such as the state of the economy at the time you graduate or some kind of family crisis—the key to a successful career is what you can do. This book will describe the skills you need to acquire in order to convince a job recruiter to hire you, as well as the tools you need to master so employers will find you—and your work—invaluable. Knowing how to do what needs to be done is the key to success in your job and life—and that’s what this book is all about.

SEE COLLEGE AS A HUGE INVESTMENT IN TIME AND MONEY

Perhaps the most important aspects of making your college education work for you are time and money. A college education is a massive investment that is intended to shape your future, not just careerwise but in every aspect of your life. Failure to recognize that it is an investment and to use that investment wisely will create challenges in your life that could have been avoided. Using the investment wisely will, conversely, open up opportunities that you never thought possible.

Students who are aware of college costs and understand that college is an investment will leave college with a clear career path and a job. Those students who see college as four years of “camp” regardless of who is paying usually are faced with a more difficult path after college. All too frequently they go to graduate school with no career goal in mind or return home, where they take jobs just to get some spending money.

Serious consideration of the financial ramifications of college for you and attention to how college will help you develop your skills and explore careers can be basic training in many of the skills that will lead to a successful career.

The biggest risk you face with respect to money is the amount of debt you accumulate by the time you leave college. As noted earlier, 67 percent of college students have debt averaging more than $25,000. To retire that debt, you will pay approximately $250 a month for ten years (depending on the type of loan and other factors). If you buy a car, you will pay about the same amount for a car payment. Facing a huge debt may also limit your career opportunities because you might feel the need to take a higher paying job doing something you don’t like to do or are not good at.

A crucial step in the right direction on treating your time and money commitment to college is to be aware of the costs of your college education. Even if your parents are paying the full freight, you should know how much they are paying. Parents sometimes make a mistake in shielding students from the cost; don’t let yours do it. If you are going to graduate college with debt, always know the amount of the debt. When I talk to students and ask them whether they are going to leave college with debt, they frequently cannot even give me a ballpark estimate. They don’t know whether it is $5,000 or $50,000. These students make decisions about taking extra courses in the summer or going on some type of special summer program overseas without ever considering the financial implications. Too often you flip through the pages of a newspaper or turn on a national news channel to read or hear a story about a college graduate who graduated from a top university with $100,000 in debt and no job. You do not want to be like these people. These students will frequently blame the college for letting them take on so much debt when they would never complain about a car dealership talking them into a more expensive car and a higher loan.

MAKE THE BEST OF YOUR INVESTMENT IN COLLEGE

Your college years can be some of the best years of your life. College is a place and time to make your family proud, party, get a credential, find a significant other, or grow up so people will take you seriously. College helps you discover yourself, learn your likes and dislikes, develop your mind and your love of learning, and build an undergraduate record so you can get into a professional school, if that’s what you want to do.

But college should also prepare you for finding a good job and a rewarding career. Your college years can be a training period in which you develop your general skills in order both to get a great job right out of college or graduate school and to succeed in the workplace. By taking advantage of the opportunities that college offers, you can build the base of skills you need not only to land your first job but also to excel at it. Once that happens, you will be on your way to a lifetime of rewarding work.

College can be a truly significant time in your life. That’s why it’s important to use this time well, including preparing yourself for a good job after you finish. Use your college years to gain and polish the skills necessary for a successful career. You’ll be glad you did—and your employer will be, too.

You may be thinking, “Well, skills may be nice, but won’t prospective employers be looking at my GPA?” Prospective employers look at your grade point average (GPA) as a measure of your persistence and your basic intelligence. However, the list below, which was published by the National Association of Colleges and Employers (NACE) in 2010, indicates that employers are really looking for skills. At the top of the list are communication skills, strong work ethic, initiative, interpersonal skills, and problem-solving skills.10

EMPLOYERS RATE THE IMPORTANCE OF CANDIDATE QUALITIES/SKILLS




Communication skills

Strong work ethic

Initiative

Interpersonal skills (relates well to others)

Problem-solving skills

Teamwork skills (works well with others)

Analytical skills

Flexibility/adaptability

Computer skills

Detail-oriented

Leadership skills

Technical skills

Organizational skills

Self-confidence

Tactfulness

Friendly/outgoing personality

Creativity

Strategic planning skills

Entrepreneurial skills/risk taker

Sense of humor



What’s not on this list? A high GPA. In a previous NACE survey, it was listed as 17 out of 20. I bring this up because some students think a high GPA is the most important achievement they can have in college. It may be important for graduate schools and some employers, but it is not as important as being able to demonstrate that you have the skills employers want.

A respectable GPA reflects some of the skills discussed in this book. It also measures how well you play the system by figuring out what your professors want and then delivering the goods. In some ways, meeting the standards of professors is similar to pleasing your boss. Your boss is not likely to ask you to fill up a blue book or take a multiple-choice test, but she or he will expect you to follow directions. For these reasons, you want to have a respectable GPA. A 3.0 is respectable in architecture, the physical sciences, and engineering, but a 3.2 is the bottom line in the social sciences, humanities, and some professional schools. However, while the GPA provides some information to employers, it is not nearly enough for them to make a judgment about your job potential. This was true before the days of grade inflation; it is doubly true today.

Your GPA alone is not a reliable indicator of your potential as an employee because your course grades do not reflect the range of skills that today’s employers need. A very strong recommendation from your internship supervisor at a respected corporation about your people and problem-solving skills is much more important than a high GPA. But a high GPA may get you the interview.

Demonstration of good word-processing and spreadsheet skills will get you your first job faster than a GPA of 3.6 and even a master’s degree. Just as college admissions officers look beyond SAT scores when they make their admissions decisions, employers look for qualities beyond your GPA to make hiring decisions. One of my students was hired over several students who had master’s degrees in the department of education from a northeastern state. Why? She knew how to use spreadsheets. The interviewer, who was looking for the spreadsheet skills, asked about pivot tables. The other applicants had no clue what those were, even though they listed Microsoft Excel on their resumes. They may have taken an introductory course, but they clearly did not have extensive experience using Excel. (Taking a course is like being told where the swimming pool is. It does not mean you know how to swim.) The spreadsheet maven was hired; she worked her way up the ladder and eventually did policy work for the organization (and directed others to do the spreadsheet work for her). She is now a senior manager in a charter school.

The emphasis on skills may seem like common sense to you, but when you get to college you will find that courses rarely focus primarily on skill development. In fact, employers have long complained about the poor preparation of most college students. According to a New York Times article, a “1999 report by the Business–Higher Education Forum condemned graduates for lack of skills in problem solving, time management, analytical thinking, and basic writing and speaking.”11

It is not that colleges don’t provide opportunities for students to develop problem-solving, time-management, analytical thinking, and basic written and verbal communication skills. Rather, most college students do not know how to take advantage of those opportunities. This book will show you how to use your courses to build your skills in what I refer to as the ten “Skill Sets.” Let’s take a brief look at those ten sets now. (Each of the next ten chapters will focus on one Skill Set.)

MASTER THE SKILLS THAT MATTER

On the basis of forty-five years of advising experience as well as extensive discussions and interviews with recruiters, successful alumni, and a variety of employers and human resources specialists, I developed ten basic categories of skills. The ten basic Skill Sets are like the five food groups. Just as you need to eat enough from each of the food groups to be healthy, you also need to develop enough of the skills within the ten Skill Sets by the time you graduate to be successful.

THE TEN SKILL SETS




  1. Taking Responsibility

  2. Developing Physical Skills

  3. Communicating Verbally

  4. Communicating in Writing

  5. Working Directly with People

  6. Influencing People

  7. Gathering Information

  8. Using Quantitative Tools

  9. Asking and Answering the Right Questions

10. Solving Problems



Although lists provided by experts and employers may use different terms and groupings, the ten Skill Sets reflect a broad consensus concerning the skills necessary to succeed in today’s workplace.

WHAT’S YOUR SKILLS SCORE?

Employers from every sector—big, medium, and small—would love to have a number that tells them how well you perform the skills that make up the ten Skill Sets. Because colleges do not provide this kind of assessment, employers use their interview processes, including written tests, to come up with their own estimate of a similar list of skills. They do not call it “skills for success,” but that’s really what they are measuring. Although employers may use different terms, they do know which skills they want their employees to have. Show them that you have those skills, and you’re on your way to a great future!

This book is also useful regardless of the field you want to pursue. Some reviewers of the first edition said that the book only applies to people wanting to go into business. Nothing could be further from the truth. The ten Skills Sets are necessary for success whether you are working for a nonprofit or government agency or large corporation. Teachers, social workers, government officials, and more can all benefit from having a high Skills Score—just as much as salespeople, business managers, and finance specialists. Even artists, writers, and other types of creative people will need the ten Skills Sets if they want to succeed professionally. They all have to provide value to someone who will pay their freight. For that reason, the success of both the professional surfer in California and the Wall Street banker depends on all of the ten Skills Sets.

WHAT YOU’LL LEARN IN THIS BOOK

This book will help you identify and develop the skills necessary for a successful career. Part one identifies the skills, and part two tells you how to develop those skills. Part three provides tools that will enable you to plan and schedule your time to make the most of your college experience. It will help you position yourself for your first job, which in turn will provide the foundation for a viable career path. Used well, these tools will confirm—to yourself, your parents, potential employers, and others—that your college education was a good investment.

Although this book is most useful to those just entering college, it can also be helpful to high school students and students further along in their college careers. Even if you are a college junior or senior, it is never too late to start improving the skills presented in this book. Those in part-time learning programs, which extend over a long period of time, can benefit by embracing the philosophy and suggestions provided here.

A high Skills Score will not only help you achieve a high GPA and get you hired when you graduate college, but it will also give you the basic tools necessary to continue learning new skills in order to reach the top of your field. In college, you lay the fundamental groundwork that provides you with unlimited job options. If you follow the advice in this book, you will earn a high Skills Score that will wow your job interviewers and put you ahead of the class when you start work.

USEFUL RESOURCES



A short list of useful resources at the end of each chapter can help you develop the ten Skill Sets and ultimately a successful career. I’ve selected the books and websites that I feel will be most helpful to you. The three websites listed below can be used for many, if not all, of the chapters. I encourage you to request email alerts from these sites so you can see what’s new. Just one alert could make a big difference in your success.

ONE CAUTION: Don’t spend so much time online that you don’t develop your skills. You learn skills by practicing them, not just reading about them.

WEBSITES

www.billcoplin.org My site provides web links and videos on all thirty-eight skills in the ten Skill Sets. It also has an online version of the worksheets that appear in the appendix.

www.howcast.com Howcast offers free videos via YouTube on every conceivable topic, some of which are also available on billcoplin.org. Use the drop-down menu to quickly find a specific skill or task (like resume writing) about which you want to learn more. Try the categories “Careers and Education” or “Business and Finance.”

www.mindtools.com Mind Tools provides a broad range of materials that will help you develop many of the skills covered in this book, especially those in chapters 8 and 9.
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CHAPTER 1


TAKING RESPONSIBILITY
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MOTIVATE YOURSELF • BE ETHICAL • MANAGE YOUR TIME • MANAGE YOUR MONEY





Why do some people work hard and others just can’t seem to get started? You could blame it on genes, family, poor academic preparation, or bad luck, but blaming won’t do us much good here. Instead, let’s just call it a “skills deficiency.” We’ll look at how you can remedy that weakness by using your college experience in a way that will have employers drooling. Taking responsibility is by far the most essential of the ten basic Skill Sets. Accepting that you are responsible for your success, character, time, and money will help you concentrate on developing all the other skills employers want.

To develop the skills you need to succeed in college, and being ready for a career requires hard work and a commitment to your future. On many occasions, you will need to defer gratification. The best way to think about this is to ask yourself where you would place yourself between two opposites. Are you Bart Simpson, who never thinks about the future? Or are you like Bill Gates, who left college to start Microsoft and is one of the richest men in the world? Bill Gates has always thought about the future, first for himself and his company and now for improving conditions throughout the world.

You may not have to be Bill Gates to develop the skills for success, but you can’t be Bart Simpson. A fruitful balance between the two would be more than enough. Live in the present some of the time but also invest in yourself a lot of the time.

Unfortunately, too many students do not take responsibility for their futures. They fail to do the difficult work in college that will prepare them for the work world. They don’t understand that they need to take action now, not in April of their senior year. A long-term commitment to planning and follow-through has to become a habit. Because you are reading this, you already are taking responsibility—a very good sign.

Whenever I advise students, I ask myself where are they on the “Simpson-Gates” scale or, as I say to myself, the loser-to-winner scale. If students are not ready to take responsibility for their actions, I am not interested in investing time to help them. They need to grow up, and that is not my job. People in authority, whether your teacher, adviser, or boss, don’t have much patience for irresponsible people asking for their help.

The four skills in this chapter are about taking responsibility. The first two deal with character, and the last two require precise focus and self-control. All four are usually related to maturity, age, and experience. Your college years will give you ample opportunity to practice these skills. Let’s see how.

MOTIVATE YOURSELF


“We cannot ensure success, but we can deserve it.”

—John Adams



Motivating yourself is a matter of choosing targets of ambition wisely and then going after them with all you have. This means you set priorities and keep a commitment to be the best you can be. Self-motivation keeps you going long after the fear of sanctions by your boss or the sweet-talking by your coworker wears off. Just look around at your schoolmates. The truly successful ones are driven by some internal mechanism that won’t let up.

A senior vice president at one of the leading financial corporations in the world had this to say about self-motivation: “If I had to police everyone in order to get the job done, it’d be faster for me to do it myself. I want someone who will get the job done and get it done right. An employee needs to be a self-starter and self-driven. If I have to tell them what to do, they haven’t done it.”

Unfortunately for employers but fortunately for you, people with a strong will to do what it takes to achieve are in short supply. If you can provide evidence on your resume and in your interview that you are one of the few committed to working hard regardless of rewards and punishments, you will clinch the job. If you deliver on the job, you will be on your way to unimagined success.

A corporate executive with one of the world’s largest multinational corporations has another way of saying motivate yourself. He calls it “energy/passion/self-confidence.” He writes, “In the first few minutes of an interview, I can tell whether a candidate is ready to play in our company’s ballpark. You can have all the skills in the world, but if you aren’t excited enough about what you’re doing, you should reevaluate the job.”

This on-the-move executive emphasizes self-confidence and says that it is “the only way to make it through a stretch role or some of the tough days.” He writes, “There will be a period of time—not necessarily short, either—where the job is tough. Self-confidence keeps you on your path, focused on a goal, and able to keep everything in perspective.”

Whether you call it enthusiasm, energy, passion or self-confidence, the bottom line is that to succeed you have to get off your butt and do something positive. That is your responsibility and no one else’s.
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COURSES: There are no courses in sociology or anywhere else on how to motivate yourself, but every course you take tests your motivation. This may mean you decide to get an A in every course, but not necessarily. A high GPA indicates that you are focused and motivated enough to work hard, but you may have to choose your grade battles. On some occasions, you may consciously decide to sacrifice the A because you want to devote your time and energy to studying related material that will not be on the test or you have to do triage between two or three courses. However, if you rationalize that you don’t need to proofread your semester-long paper, for example, because you really want to party, then you are falling short on the skill of self-motivation. Plan carefully so that you will earn at least a C in every course, realizing that you may have to make a tradeoff between higher grades and non-course activities. Set targets ahead of time, knowing how to do the work to get the grade you want. If you do this throughout your courses, you will establish the good work ethic you want to take to your first job.

NON-COURSE ACTIVITY: Practicing self-motivation in whatever internship, part-time, summer, or student activity you undertake is as essential as practicing self-motivation during your course work. However, it can be harder to stay self-motivated outside of the classroom, where guidelines are not as clear. In your courses, you know what you need to do (assuming the professor’s standards are clear), but in an internship or a job what constitutes “high motivation” is not so clear. Staying after your assigned hours may indicate high motivation—but only if you work hard during the hours you are assigned. Being proactive in solving problems also takes extra motivation—but be careful not to solve the “wrong” problem. Once you have gained the confidence of your supervisor, start doing more than is required. But wait to impress your supervisor by going above and beyond until you have clearly demonstrated you can do what is asked of you.

BE ETHICAL


“Honesty is the best policy.”

—Miguel de Cervantes, author of Don Quixote



The term ethical is used to mean both being honest and doing the right thing. People do not always agree on what the standards are for these two. The reason that most people lie is that they think it will save time and maximize interests. Some people are pathological liars, which too often leads to self-destruction. If you are one of them, get help. For the rest of you, the key to being ethical is knowing how to cope with the pressure to cut corners to the point that it violates the trust others have in you and you have in yourself. The direct way to possess that key is to recognize that dishonesty and unethical behavior can sooner or later lead to career failure.

Honesty is more than telling the truth to others. It is also a matter of telling the truth to yourself. In the world of action, this usually means being dependable and taking responsibility for the promises you make. Promising to do a job either within or outside your normal duties and then not delivering is a form of deception that has no place in the behavior of a person destined for success.

Employers want to trust their employees to do what is right, not just in calculating their travel expenditures but also in their dealings with clients and coworkers. They need to be able to trust their employees to fulfill the commitments they make. Given the business scandals at the beginning of the twenty-first century, companies now demand that students in graduate business programs receive instruction on integrity or ethics. Once you have done something to raise concern about your trustfulness, you will face a very hard time gaining back trust. Dishonesty and irresponsibility are the most powerful and quickest ways to lose another’s trust in you.

A lobbyist and senior vice president of government affairs/trust services for a university says this about honesty: “As a lobbyist, you are essentially trying to convince the legislature to support things that they’re not necessarily inclined to do, and for me to be successful, I have to be honest and truthful even if it may not benefit my client at that time. If you lose your credibility … you can never get it back.” This may sound strange given all the bad publicity about lobbyists, but to influence politicians, they have to trust you. This is true for all careers.
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COURSES: To explore concepts of right and wrong, you may want to take courses in philosophy and religion in which rational and metaphysical writing about right and wrong and other moral and ethical questions are explored. Courses based on studies where questions of ethics come up can be found in professional schools like management and might be more useful than philosophical debates over the meaning of right and wrong. More helpful would be your commitment here and now not to cheat either on tests or through plagiarizing papers. This recommendation is made for two very important reasons. First, if you can avoid the temptation of cheating in college, you are likely to avoid it in your work life. Cheaters, like alcoholics, usually tell themselves “this is my last cheat.” If you cannot resist the pressure of dishonoring yourself in order to move from a B to an A, how can you avoid shredding documents in order to preserve your job or get a raise when you have a family to help support?

Second, if you get caught cheating in college, there are dire consequences for your job search, including losing a possible job reference from a professor or having an F on your transcript. University of Virginia is known for its integrity policies and has gone as far as revoking diplomas from students. Liars and cheaters in the workplace usually get fired or worse. Some have trouble finding another job, and others actually go to jail.

NON-COURSE ACTIVITIES: Honesty in your jobs, internships, and student activities should be a high priority. There will be plenty of opportunities to fudge your timesheet or text during work hours or lie to your supervisors and colleagues. Don’t be like one of my alums who had a very good job at a very large corporation but lied on a travel expense form and was fired. If your supervisor at an internship or a job catches you in a lie, you will have lost an opportunity for a strong recommendation when going after your first full-time job.

MANAGE YOUR TIME


“Let all your things have their places. Let each part of your business have its time.”

—Benjamin Franklin



In most cases, managing your time well is a result of planning and setting priorities. Handing in papers three days late, forgetting assignments, and stressing out over how much you have to do are all symptoms of poor time management. This occasionally happens to the best manager of time, but if it is persistent, you need to do something now.

Procrastination for most people is a form of poor time management. Those who say “I’m a procrastinator!” are not taking responsibility for poor time management. There is no procrastinator gene as far as I know. “Procrastinators have higher rates of smoking, drinking, postponing seeing a doctor, digestive ailments, insomnia, and cold and flu symptoms than the student population at large” according to a study by psychologists at Carleton University.1 For those who can’t seem to give up procrastinating, factors other than poor time management may be involved. If you can’t break the habit and you really try, make an appointment with your counseling office for assistance.

Time management is really pretty simple. You have X number of tasks that must be done at different times and that take different amounts of time to complete. To complicate it a little bit, some tasks have to be done before others. Knowing how to manage your time properly, therefore, simply means listing what has to be done, estimating the time it will take, and noting in what sequence you will do it. If you can do that, then you can figure out when you should not take on more tasks for a while, and you’ll have sufficient time to do the tasks you have to do. What it comes down to is learning to plan and follow a schedule that will allow you to complete your tasks with minimum stress and maximum quality. The ability to handle multiple assignments over a two- or three-week period, as well as to not miss highly routine activities, such as submitting weekly reports, is key to every professional job.

You will frequently hear the term “multitasker” to describe a person who juggles several balls in the air and never drops one. With the speed of decision making made possible by computers and the increasing ability of people to deal with a variety of responsibilities, the ability to excel at multiple projects at once can be critical to your success. However, as with everything, you need to find your balance: I find that many students who pride themselves on “multitasking” only think they’ve finish a task completely, when in fact they’ve cut too many corners.

Employers are not impressed with workers who stay late to finish tasks that should have been completed during regular work hours. Missing more than two important deadlines is usually grounds for immediate dismissal.

[image: ]

COURSES: Some colleges have a study skills course that may help you with time management, but, before you take it, see whether it provides other skills you need. A whole course in time management is not worth the time. I sometimes see time management courses as a way to avoid dealing with poor time-management because it adds another set of tasks when the student already has too many to do. Take at least one course each semester in your junior and senior years that requires a major project that must be completed over at least a four-week period. You should be able to do this in most majors, but if not, take a course outside your major that requires a long-term project. Long- term projects require careful planning, attention to detail, and the ability to set and meet your own deadlines. By completing a long-term project, you will practice the same skills that enable you to successfully manage a weeks- or months-long project in your first job.

NON-COURSE ACTIVITIES: Treat college as a 9-to-5 job. That will leave you about thirty hours to do homework, which should be more than enough. Use early evening to play and then be in bed no later than 1 a.m. Do not be afraid to have 8:30 a.m. classes in your schedule! Not only will you avoid pulling all-nighters, but you will also be in a class where your regular attendance contrasts sharply with the majority of the class members. That will impress the professor and maybe even lead to a higher grade than you would otherwise get.

A senior who has accomplished a great deal in his college career has this to say:


“Time management is one of those things that can make or break a student. I laugh when I see a student who is habitually late ask a professor why he got a C on a paper or ask a question that the professor answered five minutes before the student walked in. In college classes, showing up is half the battle. If you’re sitting there, you’ll get something out of the course even if you don’t pay full attention. As for 8:30 a.m. classes, you’ll want to get away from them as soon as possible, but don’t. The real world starts at 9 a.m., not 2 p.m. when you wake up. My best recommendation for time management is to get a planner, because keeping a schedule will greatly improve your time-management skills.”



MANAGE YOUR MONEY


“Money makes the world go ’round.”

—John Kander and Fred Ebb, songwriters and lyricists for the musical Cabaret



If you are careful about your own cash flow, you will be generous to your future. If you are in constant debt, working extra so you don’t fall behind, you will have a very unpleasant future.

Managing money to reach your goals requires careful attention to detail, not only in reading the fine print on a credit card application but also in balancing your checkbook and paying your taxes. Managing money is not just a matter of keeping your expenses in line with your income but also deciding how you will invest your money in the future. Every time you buy something for immediate gratification, you reduce your income to be invested in the future. Money management means thinking through the trade-off and then having the discipline to implement the necessary decisions. Such a trade-off might mean resisting the urge to cash in by selling a textbook for a course you just completed, knowing that you might need it a year later for another course in your major.

Knowing how to manage money well is key to getting and keeping good jobs. First, money problems while in college can hurt both your GPA and your Skills Score. Taking that extra part-time job or worrying about bills reduces the time you have for studying and maintaining your health. It could mean giving up a great nonpaying internship experience. Although many students say they have to work more than twenty hours a week to make ends meet, my experience suggests that at least half of them are working for “wants” and not “needs.” I find it very strange when students tell me they don’t have enough money to buy books in January, and then in April, they tell me about the great time they had in the Bahamas over the spring break.

More and more students need extra money to pay for tuition, living expenses, and books—not just to have fun
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