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WHAT IS TIME

MANAGEMENT?

Time management
IS...

Time management is the
process of planning
and exercising conscious
control of time spent on specific
activities to increase
effectiveness, efficiency, and
productivity.

Time management
involves...

It involves a juggling act of
various demands upon a
person relating to work, social
life, family, hobbies and
personal interests.

Time management
wWas...

Initially, time management
referred to just business or work
activities, but eventually the
term broadened to include
personal activities as well.



TIME MANAGEMENT FACTS

P




Time Management
increases your productivity

WHY IS e
GOOD TIME e ue Bain asense o
MANAGEMENT

IMPORTANT?

\

Stress is reduced

Self discipline is improved

Vo odd

Improves the ability to make
decisions



GOAL FOR
TODAY'S
WORKSHOP




TIME MANAGEMENT ACTIVITY

—
Step One: Step Two:
Write down 5 things ) Write down
you accomplished yesterday one wasteful/unproductiv

e thing you did yesterday



WHAT DO WE
ALL HAVE IN
COMMON?

<

Most of us prioritize the most urgent
things, without stopping to think
whether they are the most important
things!



WHAT IS THE EISENHOWER
METHOD TIME MATRIX?

A strategy for managing your time by organizing your
tasks into 4 simple categories:

Urgent Important Urgent but Not urgent,
and but not not and not
Important urgent Important Important



URGENT
VS.
IMPORTANT

MATRIX

IMPORTANCE

1 2%

Urgent & Important
important but not
urgent
(do it now) (where you should
focus most)
3 4
Urgent but Not
not iImportant,
Important not urgent
(delegate it) (dump it)

URGENCY



IMPORTANCE

* Last minute projects Planning and preventing

* Making mortgage/rent Important goals

payments

Training, relationship
* Pressing problems, building
unforeseen events

Today’s workshop!!!

* Checking emails _ .
* Social media

* Trivial Work
* Binging TV

* Answering phone calls

e Cleaning the house

URGENCY

URGENT
VS.
IMPORTANT

MATRIX



H OW D O YO U e Start categorizing your tasks

e Start doing tasks based on

ACTUALLY their quadrant

e Carve out time for quadrant

STA RT two tasks at the expense of
everything else
USING IT?




TIME MANAGEMENT ACTIVITY

1 2 3

Place the 5 Discuss and
. Place the 1
things you , compare your
: wasteful/unproductive : .
accomplished thina vou did lists with a
yesterday into J7 partner

, yesterday in the matrix
the matrix



> Putting things to-do on a list frees
your mind. Always question what
is worth doing first

5 tlpS When Try limiti ¢
' : = thzal nlr;ic;rslﬁsys:rr:iad?ann(’)c o
working with

- ° —>» Maintain only 1 list for both
t h I S m at r I X personal and professional tasks

—= Try not to let you or others
distract you! Don’t let others
define your priority

Don’t procrastinate too much!
—=> P



3 tips for _ Establish a sleep schedule
establishing a

more productive
daily schedule _ Payattention to your

energy levels

—>» Give it some time



WHAT IS TIME BLOCKING?

<

A management strategy where you plan out your entire day into

set pieces of time. This means every specific task you want to get

done gets a set time on your calendar. So instead of just having a

to-do list, you actually know what task and when you’ll focus on
that task.



1 Prioritizes important tasks over the urgent ones

2 Minimizes multi tasking

WHY TI M E 3 Great way to be able to say "no"
BLOCKING
INCREASES

PRODUCTIVITY

N

Forces you to take action on tasks at hand

Limits procrastination

Focus deeper (time blocking focuses on short periods of
time)

Gy U

Forces you to be realistic with your time

~

8 Set plan day by day so you are not asking yourself "what
should | do now"?



HOW TO TIME BLOCK

T

1 2 3

Decide when you Eat your FROG! (this is Now you are ready
are most the most to use the following
productive (and important thing you Time
less likely to be know you should Blocking Strategy!...
interrupted) tackle first,

but don't want to)
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Discover how you really spend
your time

W HY T R AC K — Identify your priorities
YO U RTIM E? —> Avoid multitasking

S

—>

—= Start treasuring time

—> Find real change



Prioritization and Time Management
ApPpPS

Focus Matrix - Task
Forest
Desktop + iPhone +Android Manager

todoist %
a OdoIS & L




ACTION PLAN

P

What am | going to....

Stop doing? Start doing? Keep doing?
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