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How you manage your time has a huge
impact on your day-to-day life, both at
home and at work. Managing your time
effectively is key to achieving a more
balanced life. When it comes to time,
we're all equal - we all have 24 hours in
a day. The difference is that some
people find their days almost always go
smoothly, while others are forever
fighting the clock. If you feel like time
controls you instead of the other way
around, and you're always being ruled
by the events in your life, you can use
your objectives and desires to help you
turn things around.

Managing your time is one of the best
things you can do to make your life
easier. Your well-being depends on it,
because it's an essential way to reduce
the stress caused by the inevitable and
ongoing pressure of deadlines.

Become more aware...

The first step to managing your time is
to identify certain habits that seriously
affect your quality of life, often without
you even realizing it. Planning your

activities helps you think about time in
a positive way - it enables you to set

guidelines, recognize your limits
and take control over events.

Identify one benefit..

Start by identifying one benefit
that's important to you. For
example, would having more free
time to devote to your family or
spend engaging in a hobby be

a motivating benefit?

i Time

Have an Objective...

Set a specific, achievable objective,
and determine how many hours a week
you will have to save to achieve that
objective. Be specific! Having a vague
objective like 74d really like to have
more time’won't get you anywhere.

Time Enemy #1
Procrastination

Procrastination is to put off until
tomorrow what needs to be done, or
could be done, today. If you suffer
from this tendency, first try to identify
what makes you act this way, then try
to develop new habits. It goes without
saying...the more you put it off, the
more energy you waste and the more
anxious you become!

Time Enemy #2

Being a perfectionist
This character trait is often assoicated
with procrastination because the desire
to do a job perfectly is often a reason
for putting it off. The pressure mounts
as a deadline approaches, and you're
not able to do the job ‘perfectly’
because you don't have enough time!

Don't
confuse
professionalism with
perfectionism, keep in
mind that most of
the time, when
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your're 90% happy with a job, you don't
need to spend the extra time fine-
tuning the last 10%.

Take time to save time!

Often taking a step back to gain
perspective counts for a lot when it
comes to time managment! Don't
forget to plan down-time for rest and
relaxation. You'll end up doing a better
job, feeling less stressed and the tasks
will seem easier to carry out.






