' )

SIMPLE TIME MANAGEMENT STRATEGIES
TO ACHIEVE MORE AND STRESS LESS
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This eBook has been written for information purposes only. Every
effort has been made to make this eBook as complete and
accurate as possible. However, there may be mistakes in
typography or content. Also, this eBook provides information only
up to the publishing date. Therefore, this eBook should be used
as a guide - not as the ultimate source.

The purpose of this eBook is to educate. The author and the
publisher do not warrant that the information contained in this
eBook is fully complete and shall not be responsible for any errors
or omissions. The author and publisher shall have neither liability
nor responsibility to any person or entity with respect to any loss
or damage caused or alleged to be caused directly or indirectly by
this ebook.

This eBook offers information and is designed for

educational purposes only. You should not rely on this

information as a substitute, nor does it replace

professional medical advice, diagnosis, or treatment.
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Introduction: Understanding the Importance of Time Management
What is time management?

Types of time management
Plan
Prioritize
Perform
How time management impacts your goals
Take control of your time
Defining Your Goals and Priorities
How to set goals for yourself
Identify problems as they arise
List your goals from most to least important
Identify your micro goals
Overcoming Procrastination
Knock out unpleasant tasks as soon as possible
Use the Pomodoro technique
Get on your feet
Set realistic expectations
Establishing a Productive Routine
Examine your daily rituals
Figure out what’s getting in your way
Set morning and night time tasks
Get on a steady sleeping schedule
Learning to Focus and Eliminate Distractions
Keep your phone away
Create a workspace

Don't let others interrupt you

© © ©O© o0 N

10
10
11
13
13
14
14
15
18
18
19
19
20
22
23
24
25
25
28
28
29
29



MAKE TIME YOUR FRIEND
Give yourself timed breaks

Delegating Tasks Effectively
Figure out your workload
Figure out schedules
Assign tasks to appropriate parties
Managing Stress and Maintaining a Work-Life Balance
Minimize work talk at home
Set boundaries with coworkers
Keep your private life private
Don’t engage in work gossip
Prioritize your hobbies
Planning and Preparation for Success
Reward yourself
Figure out how to maintain your success
Prepare yourself for new tasks
Using the Pomodoro Technique for Maximum Productivity
What is the Pomodoro Technique?
Examples of times to use the Pomodoro Technique
How the Pomodoro Technique fights procrastination
When to stop using the Pomodoro Technique
Turning ldeas into Action: Strategies for Taking Effective Steps
Focus on realistic concepts
Get rid of obstacles
Communicate with plan participants
Set goals
Organize priorities
Start as soon as possible
Measuring Your Progress and Staying Accountable
Create deadlines for yourself

Break your progress up

30

32
32
33
33
36
36
37
37
38
38
41
41
42
43
45
45
46
46
46
49
49
50
50
51
51
51
54
54
55
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Use a rewards system

Don’t excuse your behavior
Try and try again
Building and Maintaining Positive Time Management Habits
Set a morning routine
Set reminders
Create a schedule
Stay ahead of schedule
Attend to your needs

Adjust as necessary

55

56
57
59
59
60
61
61
62
63



