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Introduction 

Welcome to the first step of your journey to getting more done in less time and taking back 

control of your life. If you are reading this, you are probably seeking to find more time in your 

life for the things that matter and to free yourself from the drudgery of a time poor life. 

I understand you are time poor and that it was difficult for you to find the time to read this 

book. That’s why this one is a little different from most. Having suffered under time demands for 

many years, I understand your predicament and have written you a ‘fluff and guff’ free book. I 

also won’t make you wait until the end of the book for the stuff you really need to know. So, let’s 

go and start claiming back your peace and tranquillity. 

But before we start, I should make clear that despite the fact this is a time management 

book, you can’t really manage time; you can only manage yourself. Very successful people, who 

lead balanced, healthy lives just manage themselves and their choices differently from others. 

Warmest wishes, 

Petris Lapis 
Petris Lapis 

Director, Petris Lapis Pty Ltd 
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Are You Ready For The Six 

Easy Steps? 

 

ou’re time poor and feel like 

you’re never doing anything 

well. It is a constant struggle to 

do everything that needs to be done. If 

you’re like the rest of us who suffer from 

insufficient time in each day, you’re 

probably also neglecting to eat well and to 

exercise as much as you should. The 

pressure might also be affecting your personal relationships and your career. 

So, what can you do about it? 

Actually, there is a lot you can do to manage time more 

effectively, but before we get to that, I’m going to ask you 

whether you really want to make change or whether you 

just want to read this book and then do nothing more about 

it? 

Are You Prepared To Change? 

You CANNOT manage time. You CAN ONLY manage yourself. 

People will only change their time management habits after they have reached a certain 

point. This is best explained using the Cycle Of Change postulated by two researchers, 

Proschaska and Diclemente (see diagram over page). They believe that people go through the 

following cycle when it comes to making change in their lives.  Although the length of the cycle 

varies with each person, once a person enters the cycle, change is usually successful within 12 

months. 

People start in the 

precontemplation stage. This is the 

stage where you don’t see any 

reason to make change yet, so you 

don’t. You will move out of this 

stage only when you have a 

personally compelling reason to do 

so. For example, losing your house 

may be a personally compelling 

reason to change a gambling habit; 

losing your partner may be a 

personally compelling reason 

to get healthier time 

management habits. 

Y 

“Perhaps the most valuable result 

of all education is the ability to 

make yourself do the thing you 

have to do, when it ought to be 

done, whether you like it or not.” 

– Thomas Huxley 

Cycle of Change 
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After people have experienced a personally compelling reason to make change, they will 

enter the contemplation stage. Without a personally compelling reason to make the change, they 

will not enter the cycle of change and no change will occur. The contemplation stage can last for 

up to nine months and is the stage where you consider the issue and making change in your life. 

You will move into the next stage when you believe you have enough energy to both make a 

change and stay motivated to do so. 

After you have considered the change and found the energy to take the steps towards 

making change you will enter the action stage. During the action stage of the cycle you 

implement the change in your life. You will find it relatively easy to maintain this phase for as 

long as it remains a novelty (usually about 3 months).  

After you have been taking action to make the change for a while, you will enter the 

maintenance stage.  This happens naturally. This is the stage where you monitor your success to 

date and adjust your actions if needed. If the change has been successfully implemented (usually 

as an unconscious behaviour or habit), you will exit the cycle of change. If things aren’t 

progressing as well as you hoped, you try something different so you can successfully exit the 

cycle at a future stage. 

You might not successfully make change and exit the cycle of change on your first attempt. If 

you haven’t been successful, you enter the relapse stage. If you have been successful, you never 

go into this stage as you have already exited the cycle. If you have not fully integrated the 

change into your life, you may have a relapse into your previous behaviour. At this point, you 

may also be giving yourself a ‘test’ to see whether you have been successful. For example, an 

alcoholic may go out with friends to see if she can have just one drink. 

After a relapse you will return to either the contemplation or the action stage of the cycle. 

You do not enter the pre-contemplation stage again as once you have considered the issue it can 

never again be unconsidered. Your way of looking at the world has changed forever. Regardless 

of where you re-enter the cycle, you are better off than you were before as you now have more 

information about your personal habits, barriers, boundaries and strengths than you had before 

you entered the cycle. You also have a better understanding of what is likely to trigger a future 

relapse. Once you re-enter the action stage of the cycle, you will usually stay there until you exit. 

Ask yourself where you are in the cycle in relation to changing your time management 

habits. If you are in the pre-contemplation stage of the cycle, reading this book is unlikely to 

provide you a personally compelling reason to change your behaviours and you are better off 

waiting until something happens to ‘force’ you to make the change. 

If you are in the contemplation stage of the cycle, then you will successfully make the 

necessary changes to become a better time manager. If you don’t manage it the first time, don’t 

worry … once you’re in the cycle of change you’re almost guaranteed of success; it is just the 

time frame within which we each accomplish the change that will differ. 

The Six Steps To Unlocking Your Freedom 

Time management is really self-management and is easily done by following these simple 

steps: 

1. Set goals 

2. Prioritise 
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3. Know where your time goes 

4. Use daily action plans 

5. Defeat time robbers 

6. Become more efficient 

You can do the steps in any order. If you are too time poor to make it all the way to the end 

of this book, you will still be able to increase your free time by following steps 1, 2 and 4. You 

will, however, experience the best results if you follow all the steps. 

The magical seventh step is to have fun while you’re doing it. Remember to live ‘in the now’ 

and stop focusing on all the things you still have to do. 
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Step 1: Set Goals 

he first and most important 

step to fabulous time 

management skills is to work 

out your goals; what you want to achieve 

out of your career, your life, your 

relationship, your health, your finances 

and anything else that is important to you. 

Clear goals are your first line of 

defence in the battle to take back control 

of your time. Once you have worked out 

what you want from life, the one choice 

that will make the greatest difference to the quality of your life is this: 

Decide to Spend More Time Doing the Things That Matter  

And Less Time Doing the Things That Don’t 

Stop doing the unimportant things that don’t matter and start doing the important things 

that do. Not only are you worth it, it’s the only way to become better at managing your time. 

And in case you think I’m not talking about your work, think again. Every day you get 

bombarded with things screaming for your attention. 

Do the ones that really matter and let the ones that 

don’t wait. 

When you do something, you are giving up a bit of 

your freedom and you’re a bit of your time. Each time 

you decide to do something, make sure that what you 

get in return is worth the time and freedom you gave 

up. You’ll never get those seconds back again so make sure you spent them on something 

worthwhile to you. 

I’ve heard every excuse under the sun for why it 

isn’t possible, why everything you do is equally 

important and why you couldn’t possibly change this 

or that. You have a lot more choices than you allow 

yourself to think you do. You can keep living the way 

you have with a wonderful barrage of reasons why 

you cannot possibly change your time management 

habits, or you can find ways to make it happen and do 

it. 

Setting Goals 

If you already know how to set goals, but you’ve just been too slack or busy to do so, it is 

time to write them down on the bottom of the following page. Don’t just think about them. Write 

them down. Make the time to do so now. In the writing lies power and clarity, as well as the 

certainty you’ve done it rather than just brushed it off. 

T 

Time management is not doing the 

wrong things quicker. That just 

gets us nowhere. Time 

management is doing the right 

things. 

Office workers waste an average of 

40% of their workday. Not 

because they aren’t smart, but 

because they were never taught 

organising skills to cope with 

increasing workloads and 

demands.  

– Wall Street Journal Report 
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If you need a quick refresher on setting goals for yourself, here are some suggestions: 

¶ Think big picture about each area of your life, what you would like to achieve and how 

you would be able to measure your progress. 

¶ Make sure the goal you set yourself is clear and measurable. For example, ‘to be happier’ 

or ‘to be wealthier’ is neither clearly defined nor measurable. Goals such as ‘Go to the 

gym three times a week’ or ‘To save 10% of my wages’ are both clear and measurable. If 

you set goals like these, you will know what you are aiming for and when you have 

achieved it. 

¶ Write your goals down and put them somewhere you will see them and be reminded of 

them. 

¶ Tell someone else about your goal and commit to achieving it by a certain time. Research 

has shown this will make you more likely to achieve the goal.. 

¶ Close your eyes and imagine yourself achieving each goal. By imagining how it will feel 

to achieve a goal, you become more motivated to make it happen. 

Write your goals in the space below. Set yourself both short (within the next five years) and 

long term goals (five years plus). Remember that most people overestimate what they can 

achieve in a year, but underestimate what they can achieve in a lifetime. 

My Goals 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 
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Step 2 - Prioritise 

f the most important thing you 

can do is to work out your goals, 

then the second most important 

thing you can do is put them at the top of 

your priority list. In simple terms do the 

important stuff first. If you are going to be 

really committed to time management, 

you can even change it to, only do the 

important stuff. 

If you’re a busy person then you will 

be familiar with the many things that 

jump up and down clamouring for your time every day. Rather than trying to get them all done 

and hurting yourself in the process, work out which of these things are the most important and 

do them first. 

I was reminded of this recently at a conference 

dinner. The lady next to me was an Associate Director 

of one of Australia’s largest educational bodies. I 

asked her how she got it all done. She looked me in 

the eye and said, ‘I quickly realized it wasn’t possible. I 

do the things it is important to do to keep my students, 

staff and buildings happy and safe, I endeavour never 

to hold others up and the rest doesn’t get done. There 

simply aren’t enough hours in the day.’ 

You can prioritise your goals by asking yourself 

how important they are to your career and life. Are 

they essential or are they just nice to have? Are they 

important for well-being or safety?  

  

I 

In a survey by Proudfoot 

Consulting published in the 

Guardian on 22/10/07, it was 

found that wasted time costs UK 

businesses 80 billion pounds per 

year. The causes of wasted time 

were 31% inadequate workforce 

supervision, 30% poor 

management planning, 19% poor 

communication and 21% IT 

problems, low morale and lack or 

mismatch of skills. 



Terrific Time Management 

10 

 

Step 3 – Finding The 

Leaking Taps (Knowing 

Where Your Time Goes)  

f your household water usage 

doubled, you would go looking for 

the leaking pipe. If your monthly 

expenses left you in the red, you’d go 

looking for what caused your budget to 

blow out. It only makes sense that you do 

the same with your time. If you are time 

poor, it will prove really helpful if you can 

find where it is going. 

You can do this by keeping a daily activity log for a few days or just paying close attention 

for a few days to how you actually spend your time. Try to be ruthlessly honest when you do 

this, especially if it means you have to look yourself squarely in the eye about some of your own 

less than desirable habits. 

Why the emphasis on ‘actually’? Because there is often a massive discrepancy between what 

you think you are doing and what is actually happening. If a nutritionist were to ask you to keep 

a daily log of what you were eating, you would be surprised. There is usually a big difference 

between what you think you eat and what you actually eat. Those ‘one off’ snacks happen a lot 

more regularly than you realise. The same happens when you compare how you think you 

spend your time with how you are actually spending it. 

An easy way to keep track of your time is to have a notepad on the side of your desk. Just jot 

down when you start and finish every activity for the 

day. This includes interruptions, phone calls, meetings, 

coffees etc. At the end of the day enter, the times into a 

simple spreadsheet. By the end of the week you will 

have a pretty accurate idea of where your time is going 

each day. 

Columns that typically appear in spreadsheets 

include telephone calls, scheduled appointments, drop-

in visitors, travel, meetings, paperwork and client work. 

When you get to the end of the week, look at how you spent your time. If you are like most 

people you will have spent around 20% of your time on high priority things and 80% of your 

time on low priority stuff. It’s little wonder that at the end of the day so much important stuff 

still isn’t done. 

You would think that it takes something quite seductive to pull us away from doing the 

important stuff. Unfortunately, it seems that when it comes to managing our own time, we are 

oh so easily seduced. The greatest seducer of them all is a six letter word starting with ‘U’ … it 

winds its sensuous limbs around us, looks at us with big wide eyes and says in the breathiest of 

I 

The average office has 19 copies of 

each document, loses one out of 

every 20 documents and spends 

25 hours recreating each lost 

document. 

- PriceWaterhouseCoopers 
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voices, ‘Hi, I’m urgent’ and we forget everything we now about time management. We forget all 

the more important things we should be doing and give our time to the urgent ones. 

Urgent Versus Important 

Not every critical thing is urgent and not every urgent thing is critical. The problem arises 

because most critical goals are long-term and not 

urgent.  As a result, the time we should be spending on 

long term critical goals gets put aside whenever 

something more ‘urgent’ pops up. Unfortunately, these 

non-critical urgent tasks have a habit of scavenging the 

time and resources we should be spending on more 

critical things. The end result is that we often end up 

allocating time for our long term critical goals only when they become urgent. 

As a check on your work habit when it comes to urgent versus important tasks, fill in the 

following matrix. 

 

What happens if you have a 

task that is: 
Vital or important? Not vital or important? 

Urgent? 

#1 

 

 

 

 

#2 

 

Not urgent? 

#3 

 

 

 

 

#4 

 

 

The things that fall into quadrant #3 are usually things like planning, following up on new 

opportunities and pursuing relationships. These things are very important but tend to get 

overlooked because they aren’t urgent. The things in quadrant #4 include trivial time wasters 

but they often get done because they are usually pleasant tasks that only take a few minutes 

each. It’s surprisingly easy to fill a large chunk of the day with these small unimportant things. 

If you are responding mostly to important tasks, then you are being proactive in your time 

management. If you are responding mostly to urgent tasks, then you are being reactive in your 

time management and it is time to adopt healthier time management practices. 

The average worker admits to 

wasting 3 hours per 8 hour 

workday, not including lunch and 

scheduled work breaks. 
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Step 4 – Use Daily Action 

Plans 

t its most basic, great time 

management is about having 

the self-discipline to: 

¶ Maximize the amount of 

time you spend on important stuff 

¶ Minimize the amount of time spent 

on unimportant stuff 

There are a number of planning and 

project management tools you can use to 

help you with bigger/longer term projects/goals. The easiest way to 

do it on a daily basis is to use a daily action plan. A daily action plan 

is a ‘to do list’ that has been prioritized from the most to the least 

important. 

Each day you prepare your daily action plan. The most 

important item is at the top of the list and the least important item 

is at the bottom of the list. Once the list is prepared you start at the 

top of the list and work your way down. You only move to a lower item on the list if: 

¶ You have finished (or done as much as you can) of items higher on the list 

¶ You are waiting for someone else to complete their part of a higher task 

¶ Something happens to make the lower task a higher priority 

If you can follow this process, you will get more of 

the important stuff done each day. You might not have 

got everything on the list done, but you did get the most 

important things does. This makes so much more sense 

than having to stay late at work because the important 

tasks have not been completed. 

Helpful guidelines for preparing daily action plans: 

¶ Do it either last thing before you leave work or first thing when you arrive 

¶ Be disciplined about attacking your highest priorities first. 

¶ Be super disciplined about keeping the stuff that doesn’t matter off your list. 

¶ When working out your priorities for the day ask yourself: 

o Which longer term high priority goals should you spend time working on today? 

o Which of the things you have to do will give you the greatest return on your 

investment? 

o Are there any deadlines that need to be met today? 

o What will be the greatest threat to you if you ignore it today? 

o What wasn’t completed yesterday that needs to be done today? 

A 

Reasons why people get distracted 

at work 44% web surfing. 23.4% 

socialising, 3.9% spacing out and 

1.3% applying for other jobs 
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Impact Ease Matrix 
If everything on your list is a high priority item and you are still unsure how to prioritise 

them, a fabulous tool you can use is the Impact Ease Matrix.  

Impact Ease Matrix 

 Low Impact On Your Overall Aims High Impact On Your Overall 

Aims 

Easy To Do  

 

 

 

 

Difficult To 

Do 

 

 

 

 

 

 

Draw up an Impact Ease Matrix as shown and then plot each of the tasks you have according 

to the impact they will have and how easy they will be to accomplish. Those tasks that are in the 

top right hand quadrant of the grid are the ones you tackle first as they will make the greatest 

difference for the smallest amount of effort. 

Scheduling Your Day 

Some people need to schedule their day to fit around meetings and other commitments. If 

you are one of these people, it may be helpful to 

schedule your most important tasks for the times in the 

day when you have the most energy and schedule your 

least important tasks for the times in the day when you 

have the least energy. 

If you have a week full of meetings, you tend to 

ignore larger, longer term tasks. To stop that 

happening, break the larger tasks into smaller chunks 

and schedule the smaller chunks in between meetings. 

If you keep putting off doing the task until you have a 

long uninterrupted period of time to do it in, you might 

never get there. 

Try never to fill your entire schedule. Leave time for the unexpected to arise, especially if 

you are in a management position. 

  

Most people actually use 60% or 

less of available work time. When 

more than 38,000 people in 200 

countries were queried about 

individual productivity, it showed 

that even though they were 

physically at work five days a 

week, they were only productively 

using three days. 

– Microsoft Survey 15/3/05 
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Step 5 – Defeat Time 

Robbers 

he fifth step in the time 

management process is 

finding ways to beat your time 

robbers. We all have them. Some of them 

are within your control and some are no. 

Some are of your own making and some 

are not. Some are highly enjoyable and 

some are definitely not. Some are very 

obvious and others are cunningly 

disguised as good friends, colleagues, family, electronic devices etc. 

If you accurately completed a record of Step 3: Know Where Your Time Goes, you will have a 

pretty firm idea of what your time robbers are. 

Although everyone’s situation is unique and you will have time robbers peculiar to you and 

your position, there are a number of common time robbers. Below are the common time 

robbers people mention in seminars, as well as some ideas they use to beat them. 

There is a difference between a time robber and an 

essential part of your job. If your job is to help other 

people, then people requesting your help is not, of 

itself, a time robber. A person who repeatedly asks the 

same question, on the other hand, is a time robber.  

The three most common time robbers are socialising (drop-in visitors), emails and 

procrastination. They and other common time robbers are discussed below. 

Drop In Visitors 

When I worked as a University Lecturer I had the last office before the tea room in a 

corridor of 18 offices. Every one of the other 17 lecturers who wanted a break would wander 

past my office on their way to the tea room ... and each of them felt compelled to stop and have a 

chat. Even if they only chatted for five minutes each, I would lose almost 90 minutes of my 

working day. This issue was further compounded by the ‘open door’ policy encouraged by the 

University. 

To try and solve this problem, my first step was to see if I could relocate. If I was the person 

at the other end of the corridor at the University I would have had no drop in visitors. 

Unfortunately, as the newest employee in the building I had the worst office, so here are the 

strategies I used instead: 

¶ I changed the angle of my desk so people couldn’t make eye contact with me as they 

walked past. 

¶ I removed the visitor chairs from my room and stuck them in the corridor to discourage 

lengthy visits. 

T 

77% of workers who have a 

Facebook account use it during 

work hours. 
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¶ When people popped in for a visit, I would tell them how lovely it would be to chat with 

them, but if they didn’t mind could we do it another time as I had a deadline I was trying 

to meet. 

¶ I would pick up my own coffee cup and walk with them to the tea room. This enabled me 

to leave the tea room at a time of my own choosing, rather than feeling rude by asking 

the person to leave my office. 

If your business doesn’t have an ‘open door’ policy, try closing your door for certain time 

periods of the day. You could even put these times on your office door so people know when you 

are available. 

Drop in visitors can be a particular problem if you work from home. People find it difficult to 

remember that some of your ‘home’ hours are also working hours. You have to gently train 

family and friends to respect your working hours. It helps if you can have a separate phone for 

work and home or even a separate building/space that you can enter. 

Emails 

The challenges that email presents to our working life continue to 

grow. Did you know that: 

¶ In 2011, the average corporate worker apparently received more 

than 110 emails a day. 

¶ Workers are beginning to exhibit signs of email addiction: 

o 25% of workers cannot go more than 3 days without checking their emails. 

o 66% of workers check their email while on vacation. 

o 50% of workers check email constantly. 

o 70% of workers allow incoming messages to distract them and then take an 

average of 64 seconds to return to work after being distracted. 

o Doctors estimate that more than 11 million people have email addiction issues 

(similar in behaviour to other forms of addiction such as gambling) This type of 

addiction expresses itself as an inability to refrain from almost constantly 

checking email in the hope that something wonderful will be in your in-box.. 

Emails are a major time robber for many workers. 

Fortunately, there are some simple things you can 

do to decrease the amount of time stolen by emails 

every day. You could start by turning off the email alert 

so that you don’t automatically go and read an email as 

soon as the alert is triggered. This distracts you, breaks 

your concentration and results in you taking longer to 

complete your important tasks. 

Check emails only at certain time frames during the 

day. The best time to check them is morning break, not 

first thing when you turn your laptop on. If you are 

clever, you will start your working day when your energy is high completing a large task, a 

In 2007, a group of Microsoft 

workers took, on average, 15 

minutes to return to serious 

mental tasks, such as writing 

reports or computer code, after 

dealing with income mail. They 

wandered off to reply to other 

messages or browse the Web. 

– New York Times 25/3/2007 
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longer term goal or something that requires creativity or concentration. After that task is 

complete, then check email and see what changes you need to make to your daily action plan. 

The best times of the day to deal with email are 10 to 11am and 3 to 4pm. 

Have a systematic system for reading, deleting and saving emails will also help. 

Procrastination 

Procrastination is the habit of delaying or putting off doing something.  Unfortunately, the 

thing we put off doing is usually important and the thing we do 

instead, usually isn’t.  

When you think logically about procrastination it makes 

absolutely no sense. Why would you put off doing something 

you know you need to do and suffer guilt and other mental 

stress by doing so? Procrastination is never going to be logical, 

however, because it is essentially an emotional reaction we have to something we don’t want to 

do. 

Procrastination goes like this: 

 

Alternatively, you could forgo the feeling bad part and do this: 

 

It’s a ‘no-brainer’, really, isn’t it? Well, it would be a ‘no brainer’ if it weren’t for the fact that 

procrastination has probably become a habit we have developed and strengthened over time in 

relation to that particular issue. If you want to overcome procrastination, it will help if you can 

look honestly at the reason(s) why you procrastinate. 

The three main reasons for procrastinating and some suggested remedies for them are show 

below: 

1. The task you have to do is unpleasant or uninteresting. To overcome this reason for 

procrastinating you could try: 

¶ Focus on the positive feeling of relief you will have when the task is done, rather 

than the negative emotions associated with putting it off. 

¶ Schedule the task in a way that will make it difficult or impossible to turn back from. 

For example, commit publicly to doing it by telling other people when you will have 

it finished. 

¶ Do whatever you can to reduce interruptions while you do this task. Your mind will 

be looking for whatever excuse it can to get out of doing the task; reducing 

opportunities for interruptions will increase your opportunities for success. This 

Choose 
not to do 

task

Feel bad 
about 

not 
doing 
task

Feel 
really 
bad 

about 
not 

doing 
task

Feel very 
very bad 

about 
not 

doing 
task

Do task
Feel 

better

Choose to do task Feel great that it is done

64% of workers admit to 

using the internet for 

personal purposes during 

work hours. 
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might mean clearing your desk space, closing your door and turning off your phone 

for a while. 

¶ Remind yourself that it is always better to tackle issues while they are small. The 

longer you put off doing this task, the bigger the problem may become (or seem). 

2. You are frightened of failing. To overcome this reason for procrastinating: 

¶ Acknowledge that you are scared and remind yourself that fear is just an emotion. 

The easiest way to overcome the fear is to face it head on and do the task. 

¶ Acknowledge that allowing yourself to stay stuck in procrastination because of fear 

becomes a self-fulfilling prophecy and increases your chances of failing at the task. 

¶ Look for something positive in the situation. 

3. You are unsure where/how to start. To overcome this reason for procrastinating: 

¶ Start anywhere. Pick a small thing you could do as part of the job and just start it. 

When you start somewhere you will get ideas about the other things that need to get 

done. 

¶ Break the job into smaller parts and working out the steps needed to complete each 

part. Start with the first one and go one step at a time. 

If you acknowledge you are procrastinating, the worst thing you can do is nothing. Doing 

nothing keeps you feeling powerless and reinforces a bad habit. At the very least you should 

identify the underlying reason for your procrastination. 

Another helpful thing you can do to overcome procrastination is to start clearing up all your 

backlogs even if it means devoting a day or more to them. Get yourself back on top and start 

feeling in control again.  

Overreaching (When You Don’t Or Can’t Say ‘No’) 

Do you know someone who cannot say ‘no’ when they are 

asked to do something? Is this person always very busy? Have 

you noticed that because they always say ‘yes’, they are the first 

person asked every time something has to get done even if they 

are busy? Are you the same?  

If you are, then it is time for you to learn to differentiate between your key responsibilities 

and the responsibilities that others would like you to assume. This time wasting challenge is a 

little more difficult than most as it requires multiple people to change habits:  you and the 

people who keep asking you to take on their personal responsibilities. And in case you think this 

might only happen in the workplace, it is almost guaranteed that if you do it at work, you also do 

it in your private life. 

This behaviour is harmful. It is harmful to you because you are behaving like a victim with 

low self-worth if you repeatedly agree to do someone else’s tasks. There is always a place for 

compassion if someone is in a difficult spot, but not for repeat offenders. You are also harming 

the person whose responsibility you are taking on. They are not learning how to deal with their 

responsibilities and each time you take them on, you reinforce their dependency. 

The most powerful word 

in our time management 

vocabulary is ‘no’. 
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As I was one of these people myself, I feel your pain and I understand the reasons why you 

probably engage in your behaviour. Here’s what I have learned: 

You don’t have to do things for other people for them to like you ... and if that is the only 

reason they are nice to you, you’re not engaging in very genuine relationships with others. 

¶ If you do these things with a sigh and say to yourself, ‘someone should do it’, then you are 

being a martyr. You don’t have to be the one who always does it. If you decide not to do 

it, you may be surprised at what happens. I was once filling three volunteer committee 

positions for a club because ‘someone should do it’ and no-one else volunteered. My 

amazing lesson? Within two weeks of me leaving, all positions were filled by other 

people. When you open the space for other people to 

contribute, they generally will. 

¶ It might also help you to remember that life is like a full jar of 

jelly beans. Every minute of your day is already filled with life. 

If you decide you would like to add some liquorice to the jar, 

what are you going to have to do? You’re going to have to 

throw away some jelly beans. Every additional task you take 

on is less time you have for your health, your relationships, 

your education or your hobbies. Ensure the liquorice is worth 

it before you start ditching jelly beans from your jar. 

¶ What if your problem is that you have trouble saying ‘no’ to 

other people? Well, it’s a lot easier if you can explain why you are saying ‘no’. If your 

boss asks you to take on an additional responsibility, prepare a list of the tasks you 

currently have and ask him/her which one he/she would like you to make as priorities if 

you were to take on that extra task.  

Overreaching is an unhealthy habit. Look at what it costs you versus what your life/career 

gains from this habit and make the choices that will be the most beneficial for you and the 

people you love. 

Assuming Other People’s Problems 

Assume that monkeys are problems.1 In any situation where there is a problem, you need to 

ask yourself two simple questions: 

1. Whose monkey is it? 

2. Who’s currently got the monkey? 

Monkeys (problems) are very fickle and will happily move from their 

current owner to a new owner at the slightest suggestion. For example, 

when you meet someone with a problem, the person has the monkey on 

their back. If the other person wants to talk about their monkey and you are 

a detached participant in the conversation, the monkey stays where it is.  

If, however, you decide to become attached to the conversation, then things are quite 

different. While you talk about it, the monkey has a leg on each person’s back. When you say ‘Let 

                                                             

1 This problem was addressed by William Oncken Jr and Donald Wass in their Harvard Business Review article, “Management Time: 

Who’s got the Monkey?” 
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me think about it and get back to you’, the monkey jumps onto your back. This is particularly a 

problem for managers who cut into their available time by taking on subordinate’s monkeys. 

When they allow a monkey to leap onto their back they do two things that a person working 

for them is normally expected to do. They first accept responsibility for the problem (monkey) 

from the person and second promise the person a progress report. 

The money transfer business doesn’t just happen at work.  It can also happen at home. 

Monkeys can transfer between parents and children, between siblings and between partners. 

Taking other people’s monkeys makes you feel useful, wanted and maybe 

even loved. But there is another way to look at monkey transfers. 

If you are a person who expects other people to look after your problems, 

have you considered the consequences of your actions? You are not only 

treating the other person unkindly and unfairly; you are making it more 

difficult for them to deal with their own problems. The harm you are doing 

yourself, however, is even greater. By not taking responsibility for your own 

problems, you are limiting yourself and your opportunity for growth. You are 

choosing to see yourself as lesser than you could be and turning your back on the opportunity to 

become more resilient by conquering your own problems. 

If you are a person who takes on other people’s problems, you are depriving them of the 

resilience they will learn from dealing with the problem themselves. You are also guaranteeing 

that the cycle will continue and the next time they get a monkey, they will again attempt to pass 

it off to you. 

By no means am I suggesting that you stop listening to others or seeking advice. Please 

continue to be kind and nurturing to others … and one of the beset ways you can do this is to 

help them solve their problems themselves. 

Multi-Tasking 

Multi-tasking is a myth. There is no such thing. We believe we can attend to many things at 

the same time, but the reality is that we cannot. Humans have a one track mind.  What we are 

actually doing is switching between things very rapidly. What we are really doing is ‘switch 

tasking’. 

Stanford University set out to research the benefits 

of multi-tasking and couldn’t find any. But it did 

identify the following disadvantages of attempting to 

multi -task: 

¶ It is less efficient. It takes more time, because of 

the time lost switching tasks (3 to 7 seconds each 

time we switch). 

¶ The product is of a lower quality. 

¶ We enjoy the experience less when we multi-

task. 

¶ We have a decreased ability to see the bigger picture of the task. We are more easily 

Open screens on desktops, 

files on the desk, and co-workers 

all distracted workers so that only 

55% of work was resumed 

immediately.  

– Herman Miller Inc, “The 

Siren Song of Multitasking,” 2007. 
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distracted and lose our ability to determine what is/isn’t relevant to the task at hand. 

¶ It creates habits. Repeated multi-tasking becomes a habit that continually makes us less 

productive, less efficient and less happy with our work. 

Multi-tasking results in a fragmented neural network. It is like opening every programme on 

your laptop and then expecting it to run well. 

The main golden rule is never to do 2 things at once. Give your full attention to one thing at a 

time. Stay with the task at hand and don’t engage with distractions unless you consciously 

decide they are more important than what you are doing. A focused mind helps you to get so 

much more out of life. 

Ineffective Delegation 

Several years ago I coached a man with very poor delegation skills. His inability to delegate 

effectively cost him an enormous amount of time, energy and money; not to mention the impact 

the stress was having on his body and his family. He was the 

manager of a software company and responsible for the 

production of new software for his clients. 

His delegation process went like this. Approach a 

designated staff member and explain he needed XXX software 

developed for a client in three months. Then 2 months and 28 

days later he would look at the software produced by the staff 

member and be appalled that the staff member had produced 

YYY software (which although wonderful, was not what he 

thought he had requested). He would then bemoan the 

incompetence of his staff and spend the next 2 days attempting to do 3 months of programming 

without sleep to create the XXX software he had been seeking in the first place. 

When I asked him whether staff morale was low, he asked me how I could possibly have 

known. How would you feel if your manager continually redid your work? 

It is clear that ineffective delegation was costing my client the time he spent preparing and 

delegating the work, the time his staff spent having the work delegated, the time his staff spent 

doing the work, the time he spent reviewing the work and the time he spent doing the job 

himself. 

What is a better way to delegate? 

Where possible, it is always a great idea to have a 

face to face discussion about the delegation with 

written instructions for detailed tasks. The person 

receiving instructions should have a note book and take 

notes. Be very clear during your instructions about 

what you want done, including the time frame for having it done and how the results will be 

measured. 

After the instructions have been provided, ask the other person to explain back to you their 

understanding of the delegated task. This can clear up early misunderstandings about the 

assignment and often gives you insight into where and how communication issues may be 

arising. 

280 hours (7 weeks) per year are 

lost by workers seeking 

clarification due to poor 

communication – 

www.bizorganising.com 
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Throughout this process, remember that this is a learning experience for both of you and 

that things may go wrong. If they do, look at what has happened and find a better way to do it 

next time. If you are the more experienced staff member, your role is that of a coach, so ensure 

you are training as you go. 

Keep communication open, stay in touch during the process and provide feedback. It is far 

better to find out if a project is going off the tracks at an early stage rather than towards its 

completion, when it might be expensive and time consuming to rectify the errors. 

Travel 

We can spend a lot of our lives travelling from one place to 

another to get us to or from work, to or from shopping, to or 

from school and sporting commitments or in the course of 

work. Time spent travelling can be either a massive time 

waster or a golden opportunity. 

Before agreeing to undertake travel I always ask whether 

the travel is really necessary or whether we could achieve the 

same aim through a conference call or meeting at another time. 

If I have to travel, then I ensure that I do everything that needs 

to be done at that location at the same time. This might mean 

multiple meetings or getting other things done before or after the meeting. 

The time you spend sitting in airports could be used to catch up on reading, paperwork or 

planning. The plane flight can be used for uninterrupted thinking time for bigger picture 

problems you have to solve. 

If you spend a lot of time in a car or on public transport, can you use it to listen to online 

learning, inspirational messages or music? Time spent driving children to and from their 

commitments might be a great space for catching up on each other’s lives, practising spelling 

and timetables etc. 

Use the time you spend travelling to and from work on public transport to unwind from the 

day so you can enter your home feeling refreshed and ready for your home life. 

Meetings 

Many of us are familiar with the extraordinary number of hours that seem to be wasted in 

meetings. I still remember how surprised I was early in my working life when I realised many 

people at meetings weren’t there to get things done or 

weren’t interested in ensuring the time spend in the 

meeting was minimised. Have you experienced the 

frustration of sitting in a meeting where people are 

editing other reports while pretending they are taking 

notes or texting on their phones? Here are some 

things you can do to minimise wasted time in 

meetings. 

45% of senior executives felt that 

employees would be more 

productive if meetings were 

banned once a week  

– Office Team, “Let’s Not Meet”, 

7/5/09 
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¶ Check it really is necessary for you to attend the 

meeting before you go. Only attend the meeting if it 

has an agenda (including start and end times). See if 

it is possible for the meeting to be held in another 

way, for example a conference call, so you don’t have 

to travel. 

¶ Ensure there is a basket at the meeting room door for 

mobile phones and other electronic devices. 

¶ If you have to attend a meeting, you can politely ‘help’ it to run to schedule. When there is 

only 15 minutes before the scheduled finish time, will politely remind the chair that you 

need to leave in 15 minutes and ask if there is anything important you can provide input on 

before you leave. Almost without fail the rest of the agenda is covered in 15 minutes. 

¶ During the meeting clarify who is responsible for producing the outcomes that have been 

agreed upon and when they will report back. 

¶ Remove chairs from the meeting room and hold ‘stand up’ 

meetings. These meetings don’t tend to go for long. Because 

they are so quick, it encourages people to arrive on time and 

you won’t be left waiting for latecomers. 

Telephone Calls and Texting 

There’s no doubt we have to communicate. The time 

management challenge lies in keeping our communication to an 

appropriate length without compromising either the relationship 

or the flow of information. 

The time management challenges we face with phones usually 

fall into one of three categories being: 

¶ Private calls intruding on work time 

¶ Callers that stay on the phone too long 

¶ The distractions and interruptions caused by the phone ringing 

When it comes to private calls intruding on work 

time, it can be helpful to look honestly at your phone 

habits. For many years, I was the captain of a social 

netball team. We played in a competition two nights a 

week and needed seven players for each game. Because 

we all had demanding jobs it was usual for people to be 

unavailable. It was a constant struggle to find last 

minute replacement players. At the end of one very 

frustrating week I worked out that I had lost 3 hours on 

the phone chasing team members and finding 

replacements. It was little wonder I had to continually work late to complete jobs. 

If you find that the telephone is a constant source of interruption, schedule a time period 

each day during which you don’t take phone calls. During this time, tackle the larger tasks that 

require extended periods of concentration and let your message bank do the work. The added 

Unnecessary meetings cost US 

businesses approximately $37 

billion each year  

– US Bureau of Labor Statistics, 

2005 

9 out of 10 people 

daydream in meetings 

The average manager is 

interrupted every 8 minutes. As 

for the non-average, 50% are 

interrupted 8 -9 times per hour, 

22% 10-11 times, 11% 6-7 times, 

5% 1-2 times and 2% more than 

12 times per hour! (Study by 

Priority Management Systems) 
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advantage of this system is that you can often get a chance to ‘prepare’ for the phone calls you 

return by getting the appropriate files etc. ready for when you ring the person back. If it doesn’t 

compromise the quality of service you provide, have a time period each day where you return 

those phone calls. 

If your challenge is not so much that the phone call is an interruption, but that the person 

who is speaking to you stays on the phone too long, there are 

some simple techniques you can use. The first and the best 

policy is always honesty. Simply tell the person you are 

speaking to when the conversation starts that you only have 

a short time frame available. For example, “I only have 10 

minutes and I was wondering if ...” 

When your allocated time is up remind the person you 

need to go, use language that brings the conversation to the 

end and ask them if there is anything else it would be helpful 

for you to know before you finish. 

Distractions and Switching Costs 

Distractions and switching between tasks costs you time. Each time you are distracted from 

a task or switch to another task, you lose time trying to 

remember where you were up to. Studies have shown 

that switching costs can reduce your efficiency by 20 - 

40%.  

This is one of the easier time wasters to beat. Start 

by clearing your workspace of unnecessary 

distractions. The only things on your work surface 

should be the things you are currently working on and 

the tools you need to do that job. Everything else 

should be put away in drawers, in-trays, etc. It will also 

help if you can ensure that everything you need to 

complete your task is within easy reach when you 

begin. 

The one change in habit that will make the greatest 

difference for you is this one: once you start a job; stick 

with it until you are finished. Do not switch between 

jobs if at all possible. Each time you stop and start a job 

you are adding to the time it will take you to finish it. 

You have to get your mind back ‘in the game’ for that 

job and remember where you were up to. 

This means that if you are in the middle of writing a 

report when an email arrives you keep writing the 

report and ignore the email. The easiest way to stop 

being distracted by emails and switching tasks is to turn off the email alert. When the job is 

A study by Basex, a New York 

research firm, found that office 

distractions ate up 2.1 hours a day 

for the average worker. Another 

study found that employees 

devoted an average of 11 minutes 

to a project before being 

distracted. Researchers Gloria 

Mark and Victor Gonsalez of the 

University of California, Irvine, 

found that once interrupted, it 

takes workers 25 minutes to 

return to the original task, if they 

return at all. People switch 

activities, such as making a call, 

speaking with someone in their 

cubicle or working on a document, 

every three minutes on average – 

Betty Lin-fisher (for Knight Ridder 

Newspapers), Houston Chronicle 

27/2/06. 
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finished you can check your email and see if anything requires your attention. Do the same with 

your phone. 

The other unhelpful habit many of us have is writing things on sticky notes and leaving them 

lying all over our desk. Each one of these notes is a distraction that can take our mind away from 

the task at hand. If you think of something that needs to be done, simply write it on your to do 

list or a note pad. 

Disorganisation 

Researchers have found that workers lose an extraordinary amount of time each year 

through disorganisation. This includes looking for lost things. In fact, from a survey of 2,600 

executives by Esselte, FastCompany magazine, it was found that executives waste six weeks per 

year searching for lost documents. 

The simple rule is that being neat and organised 

saves time. There are some pretty easy things you can 

do to be neat and organised.  

Ensure your working area is always tidy. As well as 

making you more organised, this also helps with 

minimising distractions. Leave a clean working area at 

nights, which amazingly is how it will be when you 

arrive at work the next day. Make a space for all your 

tools and return them to that space when you are 

finished with them.  

If you have children, teach them to do the same thing. It will be a good habit for them for life 

and make your life easier as you will spend less time tidying your home. 

Have systems in place to organise your paperwork, 

electronic files and emails.  

These rules apply at home as well as at work. If everything 

in your home is clean and organised, you open up the space 

and time for yourself to exercise or do things you enjoy rather 

than tidying your home. Clean out your home. If you’re not 

using it, then recycle it or give it away to someone who is in 

need. Time really is too precious to spend it cleaning material 

possessions that add nothing to your life. 

  

43% of Americans categorize 

themselves as disorganised, and 

21% have missed vital work 

deadlines. Nearly half say 

disorganization causes them to 

work late at least 2 or more times 

each week – Jane Von Bergen 
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Step 6 – Become More Efficient 

f you’ve followed the previous five 

steps, then you are probably 

already getting more done in less 

time. The final step to becoming a 

fabulous time manager is finding the last 

few ways to become more efficient. 

A Clean and Organised Working 
Environment 

Having a clean and organised working 

environment will increase your efficiency 

as well as your enjoyment of the task 

enormously. Ensure you also have 

everything you regularly use within easy reach. This applies to both your working life and your 

personal life. It is much more enjoyable to: 

¶ Cook in a clean kitchen than in a messy one. 

¶ Drive in a clean car than a dirty one.  

¶ Work at a clean desk than an untidy one. 

At your workplace, clean off all those post-it notes 

that have jobs written on them, as they constantly 

distract you from the thing you are currently doing. 

Transfer the things that are written on the post-it-notes 

onto a ‘to do’ list or your daily action plan and leave 

yourself with a clean working environment. Make a 

place to put things so they can be cleaned off your work 

place. 

The other key is to clean your working environment either when you finish each task or at 

the end of each day. This makes the start of the next day more enjoyable. It can also help with 

security and cleaning of your office. 

Your workspace should not only be clean, it should also be organised. Everything you need 

to do your task should be within easy reach. If a manufacturer noticed that a worker was 

constantly needing to retrieve a tool from another place, the manufacturing line would be 

changed. Do the same with your own workplace. 

Here are some simple ideas you can use at 

home to help you be more organised: 

I 

Getting rid of excess clutter 

would eliminate 40% of the 

housework in the average home. 

 – National Soap and Detergent 

Association 

 

The desk of the average white collar 

worker holds 36 hours of uncompleted 

work. That desk’s occupant spends 3 

hours per week sorting piles to find and 

organise the project(s) being worked 

upon – Richard Swenson, The Overload 

Syndrome. 
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¶ Have a chart for your children showing them which activities they have and what they 

need to pack in their bags each day of the week (for small children use pictures). The 

chart should be somewhere children can easily see. This helps to make sure, for 

example, that when you get to school on Tuesday, they have their violin for the day’s 

music lesson. 

¶ Have a ‘get ready’ in the morning chart 

with pictures of all the things children need 

to do to get ready for school such as eat 

breakfast, get dressed, make your bed, 

clean your teeth, get your lunch, pack your 

bag. This helps children to know what to do next without you having to constantly nag 

them about all the things they haven’t yet done. 

¶ Prepare lunches the night before so all you have to do in the morning is put them into 

your case or school bags. 

¶ Put dinner in a slow cooker in the morning so everyone in the house eats well no matter 

what time of the afternoon/evening they return from school/sport/music etc. 

Stop Doing Things Twice! 

Whether it is at home or at work, it is much more efficient to handle everything once. 

Enormous amounts of time are wasted re-reading 

documents or going through in-trays working out what 

to do next. Once a task comes in, sort it and prioritise it. 

The next time you go near that task should be to 

commence the task. 

One of the worst and least productive forms of work 

habits is to have all your jobs to do sitting in an in-tray. 

Every time you finish a job you then take your time scrolling through the in-tray to see which 

job you might like to do next. Each time you do this, you reread the pieces of paper or emails 

again before making a choice. 

Make a decision when the task arrives and stick to it. Handle everything only once. 

Set Yourself Deadlines 
It helps you to overcome procrastination and to get the more important jobs done in a 

timely manner if you self-impose deadlines.  Work out in your own mind the dates and times by 

which you will have each part of a job done and then be disciplined about sticking to the time 

frames. If you know that you won’t stick to deadlines that are just in your own head, publicly 

commit to a deadline. 

Doing Similar Work Together (Batching) 

One of the simplest keys to being more efficient is to batch similar activities together. What 

does this mean? It means that if you are driving to a particular part of the city, you do 

everything in that part of the city at the same time. It means that if you are paying one bill, that 

Improving ergonomics of chairs 

and other office equipment improves 

productivity by an average of 17%. – 

Journal of Safety Research, 2008 

 

Studies show that some 

executives pick up a single piece of 

paper on their desk from 30 to 40 

times before deciding to act on it. – 

Michael Woolery, Seize The Day 
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you pay all your bills at the same time. It means that rather than checking one email, check all 

your emails at the same time. 

If you are attempting to be more efficient at home it might mean buying the week’s groceries 

at the same time, taking all the washing upstairs at the same time, having a basket at the bottom 

of the steps to put things in that need to go upstairs and take them all up at the same time etc. 

Get Other People to Help You 
It always amazes me when I see managers who are too busy to delegate work to their 

underutilized support staff. The situation will never improve while the behaviour continues. 

Make use of other people who can help you, 

particularly if that is what they are paid to do. A little 

bit of time spent explaining and building the skills of 

the person who can help you will result in massive 

improvements in your efficiency. You might also find 

that it results in a higher sense of self-worth and self-

esteem in the person who is helping you. 

If you find you don’t have the time to train inexperienced junior staff, then hire more 

experienced people to work for you. 

The same applies in your personal life. If you don’t have the time to clean your house, get 

someone to help you. If you don’t have the time to walk your dog, get someone to help you.  

Solve Problems While They Are Small 
Learn to recognize the red flags that let you know a problem is about to arise. As soon as you 

see these red flags, deal with the problem while it is still small. It will be so much easier than 

ignoring the red flag and facing a huge problem a short time down the track. 

Stop Worrying About It 

We all do it. We worry when things aren’t getting done in the way or at the speed we hope. 

We worry when we are behind, we worry that aren’t spending enough time with our kids or 

other loved ones. We worry that we aren’t spending enough time getting fit. All that worry takes 

an enormous amount of time and energy and doesn’t get the job done. 

It is easier to say, than it is to do, but if you can stop worrying and start doing something 

about the task you have in front of you, you will find it easier to get the things done in a timely 

way. 

  

Good time managers do not 

allocate their time to those who 

demand it, but rather, to those 

who deserve it. 
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The Magical 

Seventh Step 

here is a magical 7th step that 

makes the whole lot 

worthwhile.  Have fun. Life is 

full of stuff you love and stuff you have to 

do. If you can enjoy the stuff you have to 

do, it goes faster and your life is happier. 

As well as enjoying what you do, rather than wasting your hours wishing you were doing 

something else, be present in the moment. Whatever you are doing, immerse yourself in that 

thing and task and be present for it. 

You spend a lot more time on the journey to success, than you do actually arriving at the 

point where you believe you have achieved it. You will enjoy life more, if you can find moments 

of happiness on the journey too. 

  

T 
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158 Time 

Management 

Tips 

f the planet’s most precious 

resource is water, then 

humanity’s is time. We all have 

the same number of hours in each day. It is helpful if we use these precious hours wisely so that 

we can cope with the demands of life and still have time for ourselves and the things and people 

that matter to us.  

Here are some tips to help you make the most of your time. Possibly the greatest tip that I 

can give you is to ask yourself, “Is there a better way to do this?” before everything you do. Once 

you start doing this regularly, you will have begun to form the habit of becoming more efficient 

with your time and life will start to get easier. 

Procrastination: The Greatest Time Waster of All 

Procrastination is usually the top of the list 
of reasons people give for wasting time.  It will 
help if you can develop strategies to overcome 
procrastination.  

1. Start each day by doing one small task you 
have been putting off. This reduces the risk 
of you procrastinating for the rest of the 
day. 

2. Write a prioritized daily action list every day. 

3. Break overwhelming jobs down into smaller chunks. 

4. Turn difficult tasks into a game. 

5. Select the best time of day for the type of work required. If it is a mentally 
challenging task, do it when you are feeling freshest. 

6. Create and commit to a deadline for completing the task. 

7. Use a reward system (for example when I mark university exam papers I hide a 
chocolate every 20th paper or so as my reward). 

8. Change the way of doing the task so that the process doesn’t become boring. 

9. Be as clever about completing things as you’ve been about putting them off. 

I 

‘Time = life; therefore, waste your 

time and waste of your life, or 

master your time and master your 

life.’ 

– Alan Lakein 
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10. If you are procrastinating because of one little element, then get in and do that thing 
now! 

11. Effective and productive people force themselves to 
do the tasks they least want to do. Do the toughest 
or worst part of the task first. Everything that 
follows will be easier.  

12. If you are procrastinating because the task is 
unpleasant or uninteresting: 

¶ If it’s feasible to delegate unpleasant tasks, do so. They may not be 
unpleasant to someone else. 

¶ If you cannot delegate those tasks, admit to yourself that you are 
procrastinating because you find them unpleasant. 

¶ Procrastination usually produces guilt and internal dissatisfaction. So if you 
catch yourself avoiding certain jobs, think about the relief you’ll feel after 
you’ve addressed the unpleasant task. 

¶ Schedule the unpleasant task in a way that will make it difficult or 
impossible to turn back (for example say 
publicly that you will have the task done 
by a certain time). 

13. Stop worrying about it. Most people who 
procrastinate not only don’t do the task; they also 
tend to dwell on it and worry about not having done it. This worry consumes time 
and energy and makes it harder to take action to solve the problem. 

14. If you are procrastinating because you are frightened of failing; realize that 
continuing to avoid the task will almost certainly guarantee your failure. In most 
cases the best way to handle fear is to confront it. 

15. If you are procrastinating because you don’t know where to start, try: 

¶ Jumping in anywhere: After you’re in 
the game, you will probably find a 
productive way forward. 

¶ Breaking the job into its component 
parts and then specifying the tasks 
necessary to complete each part. 
Arrange those tasks in a logical sequence. Begin with the first task in the 
sequence and keep moving forward. 

Time Management Tips For Your Personal Life 

Material things, commitments and relationships in your personal life all consume 
time. Some are worth it and some are not. Your personal time will expand when you free 
yourself of the things, commitments and relationships that add little to your life.  

“Don’t agonize. Organise.” 

– Florynce Kennedy  

“We are what we repeatedly do. 

Excellence, therefore, is not an act 

but a habit.” 

– Aristotle 

 

‘The key is not spending 

time, but in investing it.’ 

– Stephen R. Covey 
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16. If you have less clutter and material possessions you will spend less time cleaning 
and maintaining them. 

17. Stop acquiring things. Stay away from shops and other temptations to buy. Do not 
‘opportunity’ shop. 

18. If you encounter something you simply must have, don’t purchase it until you have 
identified something in your household that you will recycle, sell or give away to 
make room for your new acquisition. 

19. Every so often, go around your house with an empty 
cardboard box. Fill it with things you haven’t used 
for some time and don’t expect to use soon. Label the 
box with the date and the items it contains. Put that 
box in storage for one year. When the year has gone 
by, get rid of anything you haven’t retrieved from the 
box. If you never opened the box during the year, get rid of the entire box. 

20. Periodically give away things that will produce more satisfaction for others than 
they produce for you. This will eliminate things and make you feel good at the same 
time. 

21. Go through your wardrobe. If you haven’t worn an item for 12 months, give it away 
to a charity. 

22. Go through your filing cabinets and clean out things you no longer need. 

23. Go through your bookcases and give away books you no longer read. 

24. Removing clutter makes your house look cleaner and neater. It also gives you more 
storage space for other things. 

25. Clean up your act. Clean out your cupboards, wardrobes and drawers at home. 
Then move onto message books, address books, filing cabinets and immediate 
work areas. 

Defeating Personal Time Wasters 

26. Do more things at one time. Careful meal planning 
and shopping can eliminate 2 or 3 trips a week to 
the shops and give you a few more hours. 

27. Combine trips to shopping centres so that you go 
to the chemist, the supermarket, the dry cleaner, 
etc. all at the same time.  

28. Reduce television watching. Television can be addictive. Compare the value of TV 
with the value of your goals. More than 10% of the average person’s day is in front 
of a TV. That’s 2.5 hours/day you could be putting towards your long term goals. 

29. Shop by catalogue or internet and then shop only for those things you need.  

“The greatest amount of 
wasted time is the time 
not getting started.” 
– Dawson Trotman 

‘Time is what we want most, 

but what we use worst.’ 

– William Penn 
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30. Outsource tasks where you can such as the lawn maintenance, pool maintenance, 
cleaning, ironing, painting etc. 

31. Rein in your commitments by considering whether each one is of value and benefit 
to you or those close to you. 

32. Keep your home life real. Spend time on the things that matter. The cleaning will 
still be there tomorrow, but your partner or children may not. 

Becoming More Efficient 

33. Have a filing system that works so you can quickly find receipts and tax information 
when you need it. 

34. Buy a slow cooker and put dinner on in the morning. When you get home your house 
is filled with the lovely smell of cooking food. It lifts you up and lets you focus on 
your family at the end of the day. 

35. Use time spent driving your children to and from school, sport, music, etc. to 
practice spelling, times tables or to talk about important issues. 

36. Combine more than one task at the same time. Go for a bike ride with your children 
and talk to them at the same time. You will be spending important quality time 
together while getting fitter. 

37. Have your children help prepare dinner: You get to have a conversation with them 
and they learn an invaluable skill for the future. 

38. Take care of yourself. Ensure your diet is nutritional, you get sufficient sleep, 
enough exercise and have time to ‘smell the roses’. 

39. Sort your clothes: Put all your trousers together, short sleeve shirts together, 
sporting clothes together etc., then block them into colour. You will see what 
you’ve got and find what you want in an instant. 

40. Make sure you pack away anything out of season to avoid confusion. 

41. Mend, launder or press any items in need of care. 

42. Cook in bulk for quick meals from the freezer. 

43. Chop twice as many vegetables as you need and use the second lot for your next 
meal. 

44. Cut back on non-essentials. For example do you really need to send 60 handmade 
Christmas cards to people you only contact once a year through a Christmas card. 

45. Create index cards for your favourite recipes. 

46. Listen to motivational CDs or study notes while travelling. 

47. While showering make a mental list of things that need to be done. 
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48. Take reading with you when you know you will need to wait at the doctors or on 
transport etc. 

Delegation Tips 

If you experience the following, then your delegation skills may need sharpening 
(some helpful tips follow): 

¶ Your inbox is always full. 

¶ You are regularly working overtime on 
tasks that ‘only you can do’. 

¶ Delegated assignments are often 
incomplete and deadlines are missed. 

¶ You second-guess your subordinate’s 
decisions and personally rework tasks assigned to them. 

¶ You frequently intervene in projects assigned to others. 

¶ Morale is low and staff turnover is rising. 

¶ People are not taking responsibility for the tasks you delegate. 

Tips for more effective delegation: 

49. Delegate if it will extend results from what you can do to what you can control. 

50. Delegate if it will release your time for more important tasks. 

51. Delegate if it will develop your subordinate’s skills, initiative, knowledge and 
competence. It may take longer the first time, but the more training you put into 
your subordinate, the more productive they and you will become. 

52. Before you delegate, work out the objectives of the task you are delegating. If you 
don’t know exactly what has to be done, how will anyone else know? 

53. Before you delegate, ensure you can explain why the job is being delegated to that 
person, why it is important, what should be achieved by the end, what assistance 
is available and when the task must be completed. 

54. Ensure you seek feedback from the person to check they have fully understood the 
task. Don’t do this by asking, “Do you 
understand?” as they will always answer 
“Yes”. Instead you could ask them to 
explain to you what they think is required. 

55. Ensure the person you have delegated to 
has sufficient authority to complete the 
task. 

56. Pre-arrange times throughout the task for checking on progress. 

‘The common man is not concerned 

about the passage of time, the man 

of talent is driven by it.’  

– Shoppenhauer 

 

‘A man who dares to waste one hour 

of life has not discovered the value 

of life.’  

 – Charles Darwin 
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57. Monitor progress and provide feedback. 

58. Maintain open lines of communication. Say things like, “Let me know if you run into 
problems.” 

59. Avoid dumping only tedious or difficult 
tasks on your subordinates. Instead 
delegate tasks that spark interest and can 
be enjoyable. 

60. Delegate to people whose judgment and 
competence you can trust. 

61. Recognize that delegation is a learning experience for your staff and offer training 
or coaching as needed. 

62. Whenever possible, delegate an entire project or function and not just a small piece; 
doing this will increase motivation and commitment. 

Tips For Overcoming The Most Common Time Wasters 

Meeting Tips 

63. Don’t go to meetings there is no need for you to attend. 

64. Avoid meetings you have little to contribute to or gain from. 

65. Ensure there is an agenda. 

66. Prepare before attending the meeting. 

67. Start and finish on time. 

68. Only include people who need to be there. 

69. Hold stand up meetings. 

70. If a meeting is going too long ask, “Is there 
any other contribution I can make to this meeting?” and then ask to be excused.  

Telephone Calls 

71. Use language hints to wind up the call, “Is there anything else I can help you with 
today?”, “If that is all …”, etc.. 

72. Set a time limit to start with. 

73. Keep the calls you make short and to the point. 

74. Screen your telephone calls. 

75. Track the people who waste your time on the telephone. 

76. Be frank. 

“Clutter and confusion are failures of 

design, not attributes of information. 

There’s no such thing as information 

overload.”  

-  Edward Tufte 

 

“Take care of the minutes and the 

hours will take care of themselves.”  

-  Lord Chesterfield 
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77. Tell the person you have another call coming in. 

78. Have your voice-mail pick up calls when you are busy. 

Overly Long Visitors Stays 

79. Keep formal meeting tones in place. 

80. Set a time limit to start with. 

81. Stand up. 

82. Move the visitor chairs. Remove them all together if the problem becomes serious. 

83. Use a summary action statement, i.e. summarize what you’ve concluded, ask if 
there is anything else and then wind up. 

84. Use appropriate body language, for example keep glancing at your watch. 

85. Have someone interrupt you. 

86. Keep your meetings with visitors short and to the 
point. 

87. Screen your visitors: Prevention is always better than 
cure. 

88. Be honest when someone asks you if you have the time to see them. 

89. Track the people who waste your time by visiting you too frequently. 

Overreaching (When You Don’t Say ‘No’) 

90. Know your key responsibilities and goals. Differentiate between them and the tasks 
that others would like you to assume. 

91. Resist the urge to step in and take over because others are not doing their jobs or 
not doing it to your standards. In many cases, this is a delegation problem. If your 
subordinates are not doing the job properly, remind yourself that they will never 
improve if you keep stepping in to do their work for them. 

92. Don’t assume that everything must be done. Remember the 80/20 rule: 20% of 
actions will account for 80% of important outcomes. The other 80% simply don’t 
have much impact. So concentrate on the 20% that matter, and stay away from the 
rest. 

93. Learn to say ‘no’ to your peers and to your boss. Saying no is a lot easier if you can 
articulate why you’re doing it. 

Travel 

94. Ensure the travel really is necessary before you undertake it. If possible, organise a 
conference call instead. 

“The shortest answer 

is doing.” 

– George Herbert 
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95. Take along enough paperwork to turn 
wasted time in terminals and taxis into 
productive time. 

96. Use the time to prepare for any meetings 
you have. 

97. Use flying time as interruption free 
planning time. 

98. Make the most of your travel days by 
putting as many meetings as possible into the time you are away. 

Email 

99. Deal with email at scheduled times during the day. Don’t open every email as it 
hits your in-box. 

100. Maintain a separate email account for personal messages.  

101. Use a systematic approach to deleting and filing emails. 

102. Turn off your email or at least your email alert noise. 

103. Deal with each email as you read it, rather than 
reading the lot and then going back and doing the 
same again. 

104. Ensure the subject matter on the subject line is 
clearly stated. 

105. Briefly state the purpose of the email in the beginning of the message. 

106. Limit yourself to one topic per email message. 

107. Send messages or replies to only those who need to know. Do not use the ‘reply 
all’ key. 

108. Number items if there are multiple actions, questions or issues in the email. 

109. Only print emails when absolutely necessary. 

110. Turn off the flash and pop-up features so that arriving emails do not interrupt 
you. 

Distractions and Switching Costs 

111. If you have an office, close the door and put a ‘busy’ sign on it. 

112. Have your voice mail pick up calls when you are busy. 

113. Turn off your email. 

114. Clear your desk of newspapers and other distractions. 

‘How soon not now, 

becomes never 

- Martin Luther 

‘Once you have mastered time, you 

will understand how true it is that 

most people overestimate what they 

can accomplish in a year – and 

underestimate what they can 

achieve in a decade!’ 

- Anthony Robbins 
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115. Let the person interrupting you know that you are 
working and you really need to continue. 

116. Finish the task you are working on before you start a 
new one. 

Tips for Becoming More Efficient 

Work Out Your Goals 

117. Set yourself goals. 

118. Use your goals as a guide. Goals are the starting point and compass of effective 
time management. They point the way to the things on which you should be 
concentrating your time. 

119. Don’t let yourself be overcome by the sheer size 
of your goals. Break them down into smaller 
chunks and then work out how to do each chunk 
separately. 

120. Set yourself some time management goals so that 
you will be motivated to change your current 
time management behaviours. 

Find Out Where Your Time Goes 

121. Analyse your time. Use a time log to keep track of what you do and how long it 
takes. It’s hard to fix a problem when you don’t know exactly what it is. 

122. Identify those activities that are costing you time; the time robbers. 

Plan Your Day 

123. The single most significant time management goal you could set yourself is to put 
some time aside each day to plan your day. 

124. Establish a timetable. Schedule all your fixed commitments. 

125. Plan your day. Begin each day with a list of things you both have to and want to 
get done. It is better to have more items on your list than fewer.  

126. Remember to include longer term goals on your prioritized daily action list. 

127. Prioritize the list. This is about knowing what is important. Rate the tasks in 
order of priority and tackle them in order of importance, doing the most 
important thing first.  

128. Questions you can use to help you prioritize your daily action list: 

¶ What will give me the greatest long-term results? 

¶ Which item will give the highest payoff? 

‘Procrastination is the 

thief of time’ – 

Edward Young 

 

‘Gaining time is everything 

in love, trade and war.’ 

 – John Shebbeare 
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¶ On a long-term basis, which items will make me feel best to accomplish? 

¶ Will it help me reach my potential? 

¶ Does it require other people to assist me? 

¶ Is it a directive from someone I can’t ignore? 

¶ Which projects does the boss consider most vital? 

¶ Is it important to someone I really care about? 

¶ Will it really matter a year from now? 

¶ What will happen if I don’t do it at all? 

129. Do not let urgent things stop you from doing the important things on your daily 
action list. 

130. Know your peak performance times. Decide when you have the most energy as 
this is when you are most able to focus and concentrate. Do your most 
demanding work in these times and less demanding work in other times. 

131. Allocate thinking and reflection time. Leave a few hours to think about tasks that 
might need adjustments. This time will give you both new ideas and renewed 
enthusiasm. 

132. Remember to set aside some time each day for the unexpected things. 

133. Review your daily action list at the end of each day and update it for the next day. 

134. The idea is to spend a minimum amount of time on the unimportant things so 
you can spend a maximum amount of time on the important things. 

Get Organised 

135. Organise your place of work. Ensure that your desk is a pleasant environment. 
Organise everything so that you can easily find everything you need. Searching 
for lost things is one of the biggest time wasters of all. 

136. Use a notebook instead of post-it-notes to avoid clutter. 

137. Stay focused. Focus on one thing at a time. Flitting from one thing to another 
means that you are unlikely to do a job properly or to complete things.  

138. Keep working on your tasks until the most important ones are done. 

139. Sort out your desktop.  

140. Practice fingertip management. Make sure 
you have everything you need at your 
fingertips. 

141. Uncluttering the area around you allows you 
to unclutter your mind. Every piece of paper 

‘Ordinary people think merely of 

spending time. Great people think 

of using it.’ 

– Author Unknown 
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on your desk reminds you of a decision you haven’t made yet or a job you still 
have to do. 

142. Never double handle anything. Handle each piece of paper only once after it’s 
been sorted and prioritized. 

143. Sort your mail. Do this job for a break doing the day. 

144. Set your own deadlines so that jobs get done. 

145. Clean up your desk or work area every night before you leave. 

146. Do it now, not later. 

147. The best way to eliminate task overload is to eliminate the little things that make 
you feel overloaded and that pull your 
attention away from your major tasks. Act 
on these smaller, less important tasks. 
Make a list of all of them, set aside some 
quiet time and do them one by one or trash 
them as appropriate.  

148. Identify your backlogs, prioritize them and set aside some time to clean them up. 
When done, take steps to ensure backlogs do not arise in the future. 

149. Set up separate file systems and organise your computer files with proper 
directories for files and emails. Put as much attention to detail in how you set up 
to work as you do in the work itself. 

150. Your desk is a work surface and the only things on it should be the things you are 
currently working on. 

151. Don’t allow low value tasks or low-value information to enter your system. 

Other Efficiency Tips 

152. Aim to finish tasks. If you don’t plan to finish 
a task, then save yourself time and don’t start 
it. 

153. Divide and conquer. A large job is always 
easier when it is broken down into several 
smaller parts. Focus upon completing one 
part at a time. 

154. Get help if you need it. 

155. Solve problems while they’re still small. The longer you put off starting some 
things, the bigger problem they become. 

156. The simple key to becoming more efficient is to batch many job-related activities 
and do them routinely. For example deal with your emails on a scheduled basis. 
Return phone calls once or twice daily, rather than allowing them to constantly 
interrupt your work. Do the same with your incoming mail. If you batch work 

‘The beginning is the half of 

every action.’ 

– Greek proverb 

“Time is a slippery concept.” 

– Russel G Foster & Leon 

Kreitzman 
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instead of letting unimportant tasks dominate your day, you’ll find you have 
about 25% more time to dedicate to important work. Answering phone 
messages, responding to memos and handling your email are all tasks you should 
handle by batching. 

157. Stay on track. If you’re in the middle of a report when the mail arrives, finish 
your report. 

158. Do things right the first time so you don’t have to do them again. 
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In Conclusion 

he easiest way to become 

better at managing your time 

is to pick one thing at a time to 

improve upon. If I had to pick the one 

thing that made the greatest difference to 

me, it would be cleaning out and clearing 

up. Due to some challenging 

circumstances that hit my family both at 

work and in our private life I was 

required to juggle a lot of commitments 

for an indefinite time frame. 

I spent a few days cleaning out my home and the workplace of all old files, folders, furniture, 

clothing and possessions that weren’t needed. I figured that if time was precious I wasn’t going 

to be spending it looking after things that didn’t matter. When the dust settled, we had space, we 

had the storage for the things we needed and it was so much easier to see what needed to be 

done. The unexpected side advantage was the impact that a clean organised work space had on 

the motivation of everyone in the workspace. 

Best wishes with freeing up your time and regaining control of your life. 

With my warmest wishes for your time management success. 
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