Time Management

Habits
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Set Clear Goals

Start by defining your short-term
and long-term goals. Having a
clear understanding of what you
want to achieve will help you

[ prioritize your tasks and allocate
your time accordingly.

Create a To-Do List

Write down your dalily tasks and

responsibilities in a to-do list. Break

down larger projects into smaller,

P ‘actionable steps. This list will serve
as a roadmap for your day.

Use a Planner or Calendar

Utilize digital or physical planners,
calendars, or time management
apps to keep track of
appointments, deadlines, and
important dates. Set reminders to
stay on top of your commitments.

Set SMART Goals

Ensure that your goals are

5 Specific, Measurable,
Achievable, Relevant, and Time-
bound.

Break Tasks into Pomodoros

The Pomodoro Technigue involves
breaking your work into focused 25-
minute intervals (Pomodoros) followed
by a short break. This approach can
boost productivity and maintain your
energy and focus.
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Prioritize Tasks

|ldentify the most important and urgent tasks
on your to-do list. Use methods like the
Eisenhower Matrix to categorize tasks into four
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~ guadrants: urgent and important, not urgent

but important, urgent but not important, and
neither urgent nor important.

Time Blocking

Allocate specific blocks of time
for different tasks or activities. By
scheduling your day in advance,
you can ensure that you have

~ dedicated time for essential tasks
and avoid overcommitting.

Eliminate Distractions

|ldentify common distractions in
your work environment and
take steps to minimize them.

Q - (’ Learn to Say No
N

Company Information

Avoid overcommitting yourself
by learning to say no to tasks or
commitments that do not align
with your goals or priorities.

Reflect and Adjust

Regularly evaluate your time management
habits and make adjustments as needed.
Analyze how you spend your time, assess
your progress toward your goals, and
make changes to improve your efficiency.



