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A mystical land where 99% of all human

productivity, motivation, and achievement is stored Lls I :
(10-D0

3
2. ERITHING

IME MANAGEMEN

Everything you thought you knew, but should have asked!

GettingThings

The Art of
Stress-Free

* Interrupt your thinking about TM — Time Choices Productivity
* Distinguish good & poor TM am

* Tips and Tricks for understanding yourself DE:NIGH
* Tools and techniques to help yourself make good time choices- GTD, /7 Habits, Pomodoro, other tools o




GOOD TIME MANAGEMENT:
WHAT DOES IT EVEN MEAN

(HOW TO DISTINGUISH GOOD TM FROM BAD TM)

Hallmarks of Poor TM Skills? I

« Stuff done at the last minute * not achieving what need to
* Procrastinate * poor work/life balance

* spend too long on one thing * no time to enjoy life

* waste time * no time four exercise

» feel overwhelmed * too much to do

feel out of control never get to end of “to do” list




EOD TIME MANAGEMERSS
WHAT DOES IT EVEN MEAN?

(HOW TO DISTINGUISH GOOD TM FROM BAD TM)

Hallmarks of Good T™M Skills? l

Stuff done on time
Know what to do now
Don't forget stuff

Get stuff done

Time to do enjoyable things
Have goals

Full of energy

Tick stuff off lists

never get to end of “to do” list

feel sense of achievement
feel in control

If you need something done ask a busy person!



WHY IS TM SO HARD!?

DANGER! | earn a new skill Read & reply toTe> EILH'E}

&\ | to Lectures
o ITravel time @ Help out W
V|deo Game I y Do Sport & exercise

- > Ipdate Facebook Do assior- " \o“g, ey
Hang out with friends I .\ {e) ‘

' Watch \N\‘e“ "

aP to copy for assignment

'~ ‘ Find a girl/boyfriend |
Fat voffie more [ Follow 20,000 RETAT TMKS

Surf the web

Read email Reply to email | Read a book ' -



TIME MANAGEMENT IS AL
ABOUT DECIDING WHAT IS
IMPORTANT AND
CHOOSH\IG oo TIST:

You have choices! [l i

1.
To say 'l don't have fi
Xi "I,i,o . like :yln:nl donv:wamnef ro." 2. Em&’m'ue

“Time management ™ is really a
S nisnomer - the challenge is not to
manage time, but manage
ourselves. The key is not to
arioritize what's on your schedule,
but to schedule your priorities.
Stephen Covey



ey O CHOOSE WiHSS
O BE SPENDING TIMECHS

VWHEN!?

You need to recognise the many roles in life you have
that need things done (your time)




WHAT TO BE SPENDING TIM
ON WHEN?

You need to recognise the many roles in life you have
that need things done (your time)

_V\_/-OFk—ITeacher, Researcher, HoR, Director SERL, Colleague
Relationships l Husband, Father, Son, Bother, Friend
_ie_e_dth_' Gym, Run, Bike, Prepare food, Friend .
Finance l Landlord, Investor, Bill payer FI?%:(‘(;;{TI:;::
Home Owner ' Learner | reonen . cov




FRIORITISE OF

REINVENT

DAILY - start and end Ofday (l 5 miﬂS> TICER
WEEKLY - start and end of week (30 mins)
MONTHLY - start and end of month (10 mins)

Continuously - capture new tasks - make it easy — ....<
DON'T RELY ON MEMORY

PEOPLE.

nnnnnnnnnn



TIME WASTERS

What does it mean - to WASTE time?
What things do you do that you think are time wasters?

Why do you do these things if they are wasting your time?

Wiatching TV/movies/You Tube
Email/Facebook/Instagram.Snapchat
Surfing the Web - following links randomly

Reading CLEARER GOALS THAT ARE
Playing video games COMPELLING.

: - What gets you out of bed with a spring?
UnprOdUCtlve meetmgs What do you do when you lose track of time?

Getting things “perfect” |V aRrer TR
| Hanging out with friends ReihaeEEYERe i people
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> ON TIME WASTESS

» Be aware of time - alarms « Have a time keeper and
facilitator and clear aims for

. Give YOursehc t|me @) I”e|aX mee'tings 'tha't are 'time_
boxed

- Get the “in-control” feeling

information capture
and organisation
(Paperless?)

- Have clear aims/goals

 Have what you need on-
hand

Evernote

Electronic Notebook
AudioNote

- Have a place for getting Photos

things done




SAETTING THINGS DONE

/ FE
gg todo’s calendars, omnifocus,
STUF this
DONE A5 | + Plan breaks - Pomodora
;L:re itor
- Manage interruptic f eo € |. Committo schedule publicly
€ISe WIIl. <
» [ime Box activities & stop - T : orkflow that
reschedule If necessary. Pesedll;e for common
Consequences!! ¢ is osactg

Dante Alighieri

» Don'ttry to remember
everything - reminders,




SO0O000 MANY TOOLS!

o Smnem w, Thpy

" Meet CARROT, "

iy P et Get stuff done...

| . . - —— . . + —_

Level 3

OMNIFocus

@550n5 Lion taming lessons
Memory PDA
Voice Mall ustache ¢ Graw epic mustachi
N y ACHIEVE YOUR GOALS -
E-mail wchine Build time mac
Paper Notes In Basket ’
socks Find missing 50

. Can: John Baker

lcodliede) TaskPaper
Simple to-do lists.

* SMS: Steve Evans

© Email; James

Tomormrow 27 Now

Finish the paper -

L Google: Nano Tech
4 Browse: apple.com

* Visit: The Museum



PROCRASTINATION

« AWARENESS

I'm very busy doing things | don't

need to do in ‘
|o2in) ei‘ order to avoid & :&\
D ‘wre doing anything I'm \ ‘
::\H'W " actually supposed Ll
: to be doing. 6
- Start : >
=\l

=7
Tl /

your{cards IL/
14 JUST CRINK COFFEE i

- Avoid feeling of being

Why Do You Put Things Off?

TODAY'S ACCOMPLISHMENTS:
overwhelmed - focus on
1. WRITE OUT LIST OF TODAY'S
M Don't feel Like It ACCOMPLISHMENTS
nOW k& Not Sure WhatTo Do 2
ENoTime
M It's Just Not Urgent PROCRASTINATION

Youw're doing it right

- Reward yourself

K the first thing you bo when
you wake P eaCh morning

; : is eat a live frog,
e D @) | IJEU & b|_tS nothing worse Can hapPen

for the rest of th !
or r of the bay ’
422
. X : > *J

- Eat the Frog first




FEELING THE EFFECTS OF
SLEEP DEPRIVATION

SLEEPNOT.EOUND




-
|

protein

+Sleep ¥

« Nutrition

carbohydrates

ENERGY
Eatless CRAD: ‘%

C - carbonated drinks 3
. R - refined sugar

. A - artificial sweeteners & colore

- P - processed foods

WATER

9 . HELPS CARRY
COMPOSLS 75% OF YOUR ISR.I.AIN NUTRIENTS

AND OXYGEN

' Eat more FOOD:
. F - fruits & veggies
O - organic lean proteing 3

- omega 3 fatty acids
S |

- drink water
N cin enucerbole mood swings, personily chasges, imslatily, asths,
ol heel dhesse, choleslerol, galiilones, snd endocrine problems.
Accosding to the American Clelsic and Disbelic Assccistions, incraased
N CONLITIEON b the Mading caose of degeneraive dseans.

REGULATES YOUR 8
BODY TEMPERATURE &
N

/' MOISTENS

OXYGEN
/ _-FOR BREATHING

HELPS CONVERT
- FOOD TO
removes 8 ] ENERGY
WASTE ) J PROTECTS AND
| CUSHIONS YOUR
./ VITAL CROANS

“"HELPS YOUR BODY
ABSORE NUTRIENTS

COMPOSES 22% _
OF YOUR BONES

CUSHIONS YOUR™

JOINTS " MAKES UP 75% OF
YOUR MUSCLES




HAV

- Sleep
« Nutrrtion

- Exercise

“What fits your busy schedule better, exercising
one hour a day or being dead 24 hours a day?”

SITTING BRAIN AFTER 20 MINUTE

WALK

XErcise
is the most poten

and underutilized
v antidepressant.

- BXBICISe NOT ONLY
 CHANGeS Your

= candit's free

[T CHANGES YOUI 1k,
YOUr dND&.




HAV

_|

GE ]

Sleep
Nutrition

Exercise

Habits

7H ABITS OF
HIGHLY
EFFECTIVE
PEOPLE s,
[

Stephen R. Cov;y

HABITS TO KEEP

NG THINGS

- = "
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' Skillx
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EFFECTIVE HAF"T‘

Internalized prinziples and pattemns of befsroior

The 7 Habits of Highly Effective People

Interdependence is a Higher Value than Independence

Interdependence

Public
Victory
4 Think 5 Seek First 1o Understand, & Synargize

Waev'Win Then 1o be Understood

Independence

Private
Victory

2. Bagin with tha
End in Mind

1. Be proactive 3 Put Fest

Things First

DON

"Successful people dre simply
those with successful habits."

- Brian Tracy

“ Motivation gets
you started.

Keeps you going.



SUMMARY

e T|me CHO'CES (not management)

- Balance what you spend time on
suided by clear goals and priorities

- Use tools to capture, review, do
easily <
- Eat the Frog First o epmme -

nothing worse can happen
for the rest of the m."

- Maintain energy

» Reward good Habits




