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Introduction

How many of us truly feel we manage our €ilne eXactly the way we wan&enaXixnize our
productivity, aren’t influenced by distra€ti@ns @addre rarely interrupt€t?

For most of us the exact opposite isitrue. It seems like projects continue to pile up on
our desks, our inbgxes continue to*fill, and our empléyees continue to come to us with
“emergencies.”

By effectively managing our time, we canyactually, accomplish more quality work in a
shorter amount of time. Few of us, though, understand how to do this.

We hope the following 12 tips will help you take complete control of your day.

Enjoy!
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s onWour lists. Whether it’s with different
r different spots on the page, you must
t important items.

st every day. Before you do anything else, take
to write down what you want to accomplish. At the
f the day, evaluate which items were completed and how
ou may need to rearrange the items left undone.

I) 3. Be specific. If you have large projects on your to-do list, be sure
to include very specific items within that project you want to
accomplish. What steps do you need to make today so you’re
closer to accomplishing your goal tomorrow.

What would you like to accomplish at work this month? What about
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Everybody iswir ittle/differently. SomePeo re C
morning ile do their best werk inth ernoon omev
late 3 @

akesu

@wou schedul ur @os ort@nt tasks when you are the
st effective.
Scheduling thisavay will'help you avoid tackling low-stress, low-energy

ou would be the most effective. Working
g your least effective time will also make the
onger than they should.
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control your day, you Wil q

inbox, you will h he
to do.

ading your emails as e In. In fact, one of the best
ings you can do is set le t your email at specific times
during the day. Mostclien cessarily expect you to respond
immediately, t justiiwvant t@ make sure you respond in a timely,

r set email time, move the emails out of your inbox

ad them. If you don’t need the email — delete it. If it
s scheduling — get the item in your calendar. If it requires
follow-up — put the item on your to-do or task list. Don’t leave the
email in your inbox. Leaving it there will make you much less efficient.
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system for organizing flour
, and other item
g for documents whe

C organize them, so the key is to
ain consistent. If yo ents a particular way, make
sure you stick to that easier to recall where and how
items are stored n he same way every time.

mark websites you visit regularly in your web
mark the home page of the site, either. Mark the
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Individuals w a Hard time saying “nd®to
up ove e amount of w
or,

yotlaal plate, you must be assertive
u

gh to say “no” whe 1 r task will overwhelm you.
ake sure you explai t why you are declining his or her
request for help a 1 ay arise.
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ake starting a
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TipsiThat Work, Entrepreneur, Joe Mathews, Don De-
tpY//www.entrepreneur.com/article/219553

Time Management Success, http://www.time-management-success.
com/time-management-article.html
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