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Time Management Tips: Keeping On Top Of Your Day

B Manage Your Inbox

Open your emails in the morning, scan them through for anything important
and then leave them alone for a good few hours. If you spend all day looking
at your emails and responding instantly to everything that comes through,
you will waste so much time when you could be dealing with important tasks.

B Categorise Your Tasks
Spend a few minutes in the morning categorising your tasks for the day
in order of urgency and importance. By categorising them as either an
A, B or C task you will find it easier to know what to work on first.

B Plan Your Da

It's best to plan about 85% of your day so that you know what you're
going to work on and deal with throughout the day. Don't plan 100%

of your day though - you need to leave 2 short passages of time so that
you can respond to incoming requests or demands.

B Do Your Work!

At least 75% of your working day should actually be spent WORKING through
the tasks you have set yourself for the day - so don't spend all day planning
and end up running out of time to actually do the work you need to do!

B Write Tomorrow's To-Do List

Do this at the end of the working day so that you can start afresh in the
morning. This will help your mind and your body “go home" and “switch off"

together - which will help your work/life balance and help you to relax V"
when you actually get home. l
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