
TIME MANAGEMENT
Everything you thought you knew, but should have asked!

Interrupt your thinking about TM — Time Choices 
Distinguish good & poor TM
Tips and Tricks for understanding yourself
Tools and techniques to help yourself make good time choices- GTD, 7 Habits, Pomodoro, other tools



GOOD TIME MANAGEMENT: 
WHAT DOES IT EVEN MEAN?

(HOW TO DISTINGUISH GOOD TM FROM BAD TM)
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If you need something done ask a busy person!



WHY IS TM SO HARD?



TIME MANAGEMENT IS ALL 
ABOUT DECIDING WHAT IS 

IMPORTANT AND 
CHOOSING

NOW, NEXT AND COMING UP



HOW TO CHOOSE WHAT 
TO BE SPENDING TIME ON 

WHEN?
You need to recognise the many roles in life you have 

that need things done (your time) 

Teacher,   Researcher,   HoR,   Director SERL,  Colleague

Husband,   Father,   Son,   Bother,  Friend

Gym,   Run,   Bike,   Prepare food,  Friend

Landlord,   Investor,   Bill payer
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RE-PRIORITISE OFTEN?

Capture, plan, review

DAILY - start and end of day  (15 mins)
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



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?

YOU NEED CLEARER AND 
CLEARER GOALS THAT ARE 

COMPELLING.
What  gets you out of bed with a spring?
What do you do when you lose track of time?
Write goals down.
Don’t believe other people
Surround your self with positive people



TIPS ON TIME WASTERS
• Be aware of time - alarms

• Give yourself time to relax

• Get the “in-control” feeling

• Have clear aims/goals

• Have what you need on-
hand

• Have a place for getting 
things done

• Have a time keeper and 
facilitator and clear aims for 
meetings that are time-
boxed

Low effort 
information capture 

and organisation
(Paperless?)
Evernote 
Electronic Notebook
AudioNote
Photos
OCR



• Manage interruptions

• Time Box activities & stop -
reschedule if necessary. 
Consequences!!

• Don’t try to remember 
everything - reminders, 

todo’s calendars, omnifocus, 

• Plan breaks - Pomodora

• Commit to schedule publicly

• Work out a workflow that 
works for you for common 
activities

GETTING THINGS DONE



SOOOOO MANY TOOLS!



PROCRASTINATION
• AWARENESS

• Start!

• Avoid feeling of being 
overwhelmed - focus on 
now

• Reward yourself

• Do little bits

• Eat the Frog first



HAVE THE ENERGY TO GET 
THINGS DONE

• Sleep
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HAVE THE HABITS TO KEEP
GETTING THINGS DONE

• Sleep

• Nutrition

• Exercise

• Habits



SUMMARY
• Time CHOICES (not management)

• Balance what you spend time on 
guided by clear goals and priorities

• Use tools to capture, review, do
easily

• Eat the Frog First

• Maintain energy

• Reward good Habits


