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TIME
MANAGEMENT

7 TIPSE T LP YOU ﬂRK AT
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R SMART




HOW DO YOU MAXIMIZE YOUR WORK HOURS TO GET IT ALL DONE WITH TIME LEFT
OVER?

HERE ARE 7 TIPS TO HELP YOU WORK AT YOUR SMARTEST.




01 CREATEYOUROWNSCHEDULE

NOT HAVE A SET SCHEDULE. THIS
EN YOU FEEL LIKE IT, BUT THAT YOU
BEST SUITS YOU.

OF US GET

HILE SOME

ARE BEST

R EXAMPLE,

OR STRATEGY AND

ER FOR ROUTINE DAILY TASKS.

THE KEY TO MAKING YOUR SCHEDULE ISTO



IDENTIFY THE TYPES OF TASKS YOU NEED TO PERFORM EACH DAY
AND THE BEST TIME TO GET THEM DONE.

02 STOPMULTITASKINGANDPRIORITIZE

/ WITH SO MANY THINGS TO DO, SOME PRODUCTIVITY
EXPERTS HAVE TOUTED THE BENEFITS OF MULTITASKING.
WHILE IT SOUNDS LIKE A GOOD IDEA ON PAPER,
MULTITASKING IS OFTEN A PRODUCTIVITY KILLER.
PREVENTING YOU FROM GIVING EACH TASK THE FOCUS
IT NEEDS, IT ALSO TAKES TIME TO SHIFT FROM TASK TO TASK.
INSTEAD, YOU SHOULD MAKE A PRIORITIZED TO-DO LIST.
THIS WILL GIVE YOU A STRUCTURE AND PLAN TO ENSURE
THE MOST CRITICAL WORK GETS DONE. YOU CAN THEN GO THROUGH THIS LIST
ONE AT ATIME, GIVING EACH TASK THE ATTENTION IT DESERVES.

A GOOD WAY TO PRIORITIZE IS TO PICK TODAY’S



TOP 3 TASKS. IF YOU WERE TO COMPLETE ONLY 3
THINGS TODAY, WHAT SHOULD THEY BE? PUT THESE
AT THE TOP OF YOUR LIST AND THEN REPEAT THE
EXERCISE. ADD THE NEXT 3 ITEMS TO YOUR TO-DO LIST UNTIL THEY ARE
ALL SCHEDULED.
ONE WAY TO USE TIME BLOCKS IS TO CHOOSE
30-MINUTE INTERVALS FOR WORK. YOU CAN

THEN ASSIGN TASKS TO THESE INTERVALS. YOU



03 WORK IN TIME BLOCKS

AN EXCELLENT TIME MANAGEMENT STRATEGY IS TO
WORK IN TIME BLOCKS. THESE ARE SPECIFIC INTERVALS
OF TIME SCHEDULED THROUGHOUT THE DAY WHERE YOU

FOCUS ON ONE TASK FROM YOUR LIST OF THINGS TO
DO.

FOR EACH TASK, YOU CHOOSE A CERTAIN AMOUNT OF
TIME. FOR EXAMPLE, YOU MIGHT CHOOSE 30 MINUTES TO
CHECK EMAILS BEFORE WORKING ON AN ONGOING
PROJECT THAT TAKES ONE HOUR DAILY.

CAN USE 2 OR 3 INTERVALS FOR MORE INVOLVED TASKS.



04 TAKEBREAKSTHROUGHOUTTHEDAY

ONE WAY TO STAY PRODUCTIVE IS TO SCHEDULE SHORT
BREAKS THROUGHOUT THE DAY. YOU’LL HANDLE STRESS BETTER, BUT, MORE
IMPORTANTLY, GIVE YOUR MIND A CHANCE TO STOP AND REFOCUS.

SITTING AT THE COMPUTER FOR LONG STRETCHES AT A
TIME MAY CAUSE BURNOUT. HOWEVER, IF YOU TAKE
QUICK BREAKS AT REGULAR INTERVALS, YOU’LL STOP
BEFORE YOU FEEL STRESSED. IT’LL BE MUCH EASIER TO REGAIN FOCUS WHEN
YOU SIT BACK DOWN.

ONE WAY TO USE TIME BLOCKS IS TO CHOOSE 30-
MINUTE INTERVALS FOR WORK. YOU CAN THEN ASSIGN TASKS TO THESE
INTERVALS. YOU CAN USE 2 OR 3 INTERVALS FOR MORE INVOLVED TASKS.



AN EVEN BETTER METHOD IS TO TAKE NO-TECH BREAKS. INSTEAD OF STARING AT YOUR SMARTPHONE
AND SCROLLING THROUGH YOUR SOCIAL MEDIA FEED, READ A BOOK OR TAKE A SHORT WALK.



/

TAKING NOTES IS THE BEST METHOD FOR
REMEMBERING KEY DETAILS AND KEEPING VITAL
INFORMATION AT THE FOREFRONT OF YOUR MIND.
NOTE-TAKING ALLOWS YOU TO GET THE MOST OUT
OF MEETINGS, EVENTS, AND SEMINARS. AFTER
INFORMAL CONVERSATIONS, YOU CAN JOT DOWN
NOTES AND WRITE IDEAS WHEN THEY STRIKE.

05 LEARNTOTAKEGREATNOTES



YOU CAN USE SEVERAL METHODS TO TAKE NOTES IN A MORE
ORGANIZED WAY THAN JUST JOTTING THINGS DOWN. THESE INCLUDE
CORNELL NOTES, MIND MAPPING, AND RAPID LOGGING.



/ DELEGATE

ONE TRICK TO BOOSTING PRODUCTIVITY IS
REMEMBERING YOU DON’'T HAVE TO DO
EVERYTHING YOURSELF. IT’S NATURAL FOR
NEW ENTREPRENEURS PASSIONATE ABOUT
THEIR WORK TO UNDERTAKE EVERYTHING.
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06 OUTSOURCE,AUTOMATE,AND



AS YOUR BUSINESS GROWS, YOU CAN MOVE
TASKS OFF YOUR TO-DO LIST BY OUTSOURCING
TO VIRTUAL HELP, AUTOMATING WITH COMPUTER PROGRAMS, AND
DELEGATING TO OTHER TEAM MEMBERS.



/

IF YOU WANT TO BE EVEN MORE
PRODUCTIVE, SOME TOOLS CAN HELP YOU
MAKE YOUR DAILY TASKS EVEN SIMPLER TO

MANAGE. THESE APPS AND SOFTWARE
PROGRAMS CAN HELP YOU DO EVEN MORE
IN LESS TIME.

07 TOOLSTOBOOSTYOURPRODUCTIVITY



PROJECT MANAGEMENT TOOLS. PROJECT
MANAGEMENT TOOLS CAN HELP YOU PLAN PROJECTS, TRACK
PROGRESS, AND WORK COLLABORATIVELY.

POPULAR PROJECT TOOLS INCLUDE WRITE, BASECAMP, AND
MONDAY.COM.



TIME

MANAGEMENT
TOOLS

/ NOTE-TAKING APPS.

NOTE-TAKING APPS CAN HELP YOU
TAKE ACCURATE NOTES QUICKLY.
THEY OFFER A VARIETY OF WAYS

\ W T TO TAKE NOTES AND ORGANIZE

| THEM SO THEY ARE
ACCESSIBLE LATER.

MICROSOFT ONENOTE, EVERNOTE,

AND NOTION ARE A FEW TO TRY.

TIME TRACKING APPS.

YOU CAN USE A TIME-TRACKING

APP TO HELP YOU MANAGE

YOUR TIME BLOCKS.
IT’S ALSO GREAT FOR AUDITING
YOUR TIME TO SEE HOW YOU’'RE
SPENDING IT SO YOU CAN MAKE
IMPROVEMENTS.

GOOD TRACKERS INCLUDE:

TOGGL TRACK, HOURSTACK, AND TIMELY.



CLOUD STORAGE.

CLOUD STORAGE TOOLS ALLOW
STORING, ACCESSING, AND
ORGANIZING FILES
ANYWHERE.

GOOGLE DRIVE, DROPBOX, SYNC,
AND IDRIVE ARE GOOD OPTIONS.

TIME
WRITING TOOLS. MANAGEMENT

WRITING IS A TIME-CONSUMING TOOI—S
TASK. WRITING TOOLS CAN BOOST
PRODUCTIVITY BY HELPING YOU
STRUCTURE AND EDIT YOUR WORK
ON TIME.
GOOD PROGRAMS INCLUDE:
GRAMMARLY, SCRIVENER
AND TRELLO.




SOCIAL MEDIA DASHBOARD.

MANAGING MULTIPLE SOCIAL MEDIA
ACCOUNTS AND=CAMPAIGNS CAN
TAKE A LOT OF TIME. A SOCIAL
MEDIA DASHBOARD PUTS IT ALL IN
ONE PLACE. SOME TOOLS INCLUDE:

HUBSPOT,SsggchLz;EsE?UAL, AND T | M E
MANAGEMENT
TOOLS

PASSWORD MANAGER.

PASSWORD MANAGERS
ARE DESIGNED TOLtOCK UP
YOUR PASSWORDS WITH
ENCRYPTION TO MAKE THEM
SECURE. THEY CAN
ALSO BOOST PRODUCTIVITY
BY PUTTING YOUR
PASSWORDS
ALL IN ONE PLACE.
POPULAR MANAGERSINCLUDES;
BITWARDEN, 1PASSWORD

AND DASHLANE.



KEEPMEASURINGYOURPRODUCTIVITY

IMPROVING PRODUCTIVITY IS AN ONGOING TASK

ONCE YOU’VE SET UP YOUR SCHEDULING,
TIME MANAGEMENT, AND PRODUCTIVITY TOOLS, TAKE SOME TIME TO
REFLECT ON HOW WELL THEY’RE WORKING.

USE THIS REFLECTION AND FEEDBACK TO MAKE
CHANGES. REFINE THE METHODS YOU USE AND
ABANDON THOSE THAT AREN’T WORKING SO YOU FIND TECHNIQUES THAT
DO.

INTRESTEDIN
OTHERTOPICS?

HEADOVERHERE:



https://linktr.ee/holisticcentre

