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August 3, 2012 5 min. Read the opinions expressed by entrepreneurs investors are their own. Editor's note: A version of this article previously appeared on AnnMehl.com.Recently, in my work as a business coach, I was asked to give a talk to the company for its place on performance and time management. In order to
prepare for this, I interviewed a number of friends and colleagues - ordinary people whose style of work I admired - about their individual work habits. No one I spoke to felt they had enough time. It's as if we've all become notorious plate counters, these talented jugglers rushing from plate to plate in order to keep each
one spinning in the air. Based on my interviews, there were a few themes that emerged from those who managed to successfully juggle their many labors. Here, in a concise way, I offer you these 12 principles of time management in the hope that some of them can also be useful to you1. Spinach first. Your mom was
right. Always solve the most difficult tasks on your plate first thing in the morning when your energy and concentration level is at the highest level. Get to the hard stuff as soon as you can. The longer you put it in favor of lighter, lower priority issues, the more that mound gets (and the worse the taste). Keep the main thing.
Think sprint, not marathon. We are not meant to park it on the table for eight hours on the site and get all our work done. Short, continuous bursts of concentration are the key to knocking out a good job. Get a kitchen timer, or stopwatch. Set it for 45 or 60 minutes, and don't stop until you hear the buzzer. You will be
amazed at what you can achieve in one good continuous hour. Be selfish. Once you've prioritized your to-do list, you should put it above everyone else's lists. When you are able to get your own job, you are in a much better position to support others with their projects. But your job comes first. Always.4. Date stamp your
expectations. Whenever you ask for delivery from someone, don't just ask for it, but also find out when you can expect to get it. Things tend to happen much faster when there is a clear deadline. Similarly, if someone asks something from you, ask them when they need it. Then write it in the calendar.5. Touch him once.
With the endless onslaught of email, it is important that you have a good feeder system in place. My rule is to read it once - then decide what to do with the information and then do it. Same with other incoming queries. Touch him once, do something with him, and then let him go.6 The group is like an element. Organize
your week in days for similar tasks with allotted timeframes. For example, on Mondays and Wednesdays, focus on face time - see customers, make sales, etc. Strategy. morning for overflow and Friday afternoon free. Knowing what your week looks like in advance, it's easier to be in the right mindset when the time
comes.7 Facial time saves time. Don't try to figure out what someone meant in the confusing email; go straight to the source and ask. It saves time, energy and mistakes. Requesting and providing clear communication are key.8 Delegate. Learn to delegate more work. When you really do this, you will notice how your
role and work output will be moving to the next level. Know what parts you are doing well yourself and then give someone else all the parts you feel are not playing to your strengths. Then let go. Keep track. If you can't figure out where the week has gone, it's time to take a closer look at it. Track your time hour after hour
for one week: everything you do from the time you get up until you go to bed. It's sobering! Chances are you'll see where the holes are in the calendar. You may find that you need to change your life (and calendar) accordingly.10. Move it. With so much head work, we can often neglect our body (without which our heads
do not work). Regular vigorous exercises will help you let off steam, give you more energy, more concentration and better night sleep. Not a bad return!11. Slowing down to speed up. Sometimes we have to slow it down right in order to get a good job. By minimizing distractions and carefully focusing on one task at a
time, we can speed up our overall work rate. Mono-task is the way.12 Relax. There's nothing so serious that we can't laugh at it. One good belly laugh every day is essential to defuse tension, and yes, get our work done. Work is work, but that doesn't mean we can't laugh from time to time. Even at your own expense.
Even when the chips don't work. April 17, 2019 5 minutes to read Opinions expressed by entrepreneurs savers are their own. Chances are, it's good that at some point in your life, you've taken time to manage the class, read about it in the books, and tried to use an electronic or paper day planner to organize, prioritize
and schedule your day. Why, with this knowledge and these gadgets, you may ask: I still feel that I can not get everything I need? The answer is simple. Before you can even start managing time, you need to find out what time it is. The dictionary defines time as the point or period in which things occur. Simply put, the
time when things happen. There are two types of time: hour time and real time. In hours, there are 60 seconds per minute, 60 minutes per hour, 24 hours a day and 365 days a year. It goes the same way. When someone turns 50, he is exactly 50 years old, no more, no less. In real all the time is relative. Time flies or
stretches depending on what you do. Two hours in the Department of Motor Vehicles can feel like 12 years old. And and our 12-year-olds seem to have grown up in just two hours. Related: 101 Time Office Productivity Tips Every Day, What Time Describes the World You Really Live in, in real time or hourly? The reason
time management gadgets and systems don't work is because these systems are designed to manage the time of operation. The time of the clock doesn't matter. You don't live and don't even have access to time. You live in real time, a world in which all the time flies when you have fun or drags when you do your taxes.
The good news is that real-time is mental. It exists between your ears. You create it. Everything you create, you can control. It's time to remove any self-sabotage or self-restraints you have around not having enough time, or today is not the right time to start a business or manage your current business properly. There
are only three ways to spend time: thoughts, conversations and actions. Regardless of the type of business you have, your job will consist of these three items. As an entrepreneur, you can be often interrupted or pulled in different directions. While you can't eliminate breaks, you'll get an opinion on how much time you'll
spend on them and how much time you'll spend on thoughts, conversations and actions that will lead you to success. Related: 15 Time Management Tips to Achieve Your Goals You are overwhelmed with obligations and responsibilities and you know that you need to develop a better time management system to stop
your head from exploding. There's only one problem you feel like you've tried every hack there, and none of them have proven effective. Don't worry, it doesn't mean you're doomed to a life of uncontrollable chaos. Perhaps you just need to look beyond what works for most people, or customize their methods in a way
that is best suited to you and your life. Here are a few alternatives you can try. Instead: Writing a to-do list, recording a to-do list has psychological (and performance) advantages and seems like an easy way to manage your time. But it's not for everyone. If you can't stop yourself from writing 20 paragraphs, then feel bad
when you only accomplish three, or you find the structure of the to-do list stuffy and boring, you can stop practicing altogether. In a previous Fast Company article, communications expert Judith Humphrey explained her rationale for quitting the to-do list: Some activities benefit from not being reduced to tasks. If I recorded
going for a walk that activity would instantly lose its appeal. When the idea of going for a walk remains in my head, I can look forward to it, for choice, not duty. Try: Write a Stop-Doing ListWhat you can do, however, is to remind yourself of items that don't bring you joy, and make very little in the long run So you're unlikely
to spend a lot of time sucking time without rewarding the work, freeing you to do a job that makes you happy in the long run. Like Mike Vardy, author of Front Nine: How to start the year you want anytime you want previously told Fast Company, having a list of things you're not going to make easier to achieve... If I know
what I'm not doing, it's easier to live on purpose. Related: It's weirdest performance hacks that really work instead: Pomodoro Tech, if you're reading this article, chances are you probably know the importance of deep work and putting aside some continuous time for it every week. The problem is that the most commonly
used method of deep work planning, The Pomodoro Technique, can feel completely militaristic and restrictive. You can't always work in 20-25 minute chunks and then take a five-minute break. Sometimes you're so in the zone that five minutes feels like a violation. In other cases you can only really focus for 10 minutes
before you need to unpack for an hour. Try: Planning Procrastination BreaksAfter realizing that I wouldn't cure my procrastination habits with Pomodoro technique, I experimented with scheduling procrastination between tasks. During this allotted break, I gave myself permission to do so much time-spent activities (social
media scrolling included) until I got fed up and wanted to move on to my next task. This week I was the most effective I've been. The practice of locking time, where you organize your days in a series of time slots, is considered an alternative to your to-do list. It's similar to the Pomodoro technique, but instead of sprinting
for 25 minutes and resting for five, you plan tasks in the calendar for how long they take. This is a great approach in principle, but if you, like most people, always underestimate how long it takes to do something when you get to the end of the day, you just end up feeling bad if you haven't followed your schedule. Related:
Five Time Management Tips to Make You and Your Assistant More Productive Try: Sharing Your Week/Day in ThemesAs CEO of both Twitter and Square, Jack Dorsey divides his day on highlighting themes for each day (i.e., Monday for management, Tuesday for product). You can implement the same rationale in your
workday, but if your work is not ideal for focusing on one thing a day, you can devote your morning to one area of focus, your early day to another, and late at night to another. So instead of being overly restrictive about completing a task in that period of time, you have the flexibility to do any work that moves forward in
this focus area. Instead: Doing Hard Thing FirstI don't know about you, but whenever I eat my frog, i.e. make my hardest task first thing in morning-I'm usually not able to do anything else that day. For me, difficult things tend to take longer thinking, which means I'm much more likely to be a perfectionist about it (and
spend more time than I need) than if I started my day pounding some routine tasks. Try: Doing what makes you feel mostpersonally accomplishedly, I feel like I'm much more productive when I'm confident, and an easy way to get the confidence to cross out a bunch of little tasks that are easy to do and take a little time
(including deleting email). In Mark zuckerberg: Ten Leadership Lessons by Michael Essani, Facebook's CEO was quoted as saying. If you do something that is easier in the first place, then you can really make great progress. Related: That's why your brain sucks at Time ManagementMany performance gurus will tell you
that the key to efficiency is rationalization and automation. To some extent, they're right, but not everything can be automated- not yet, anyway. As an example, write an article. Of course, I can organize the process, but it doesn't always save me more time. Try: Focus on one task in TimeGo on, roll your eyes. We know
that focusing on one thing at a time is the old tip. But how many times have you wasted time worrying about something that has absolutely nothing to do with what you work for? That's what I thought. And, as a 2010 study showed, we're much happier when we're fully focused on what we're doing. The psychologists
behind the study, Matthew A. Caingsworth and Daniel T. Gilbert, concluded, The human mind is a wandering mind, and the wandering mind is an unhappy mind... The ability to think about things that don't happen is a cognitive achievement that is worth the emotional cost. time management tips for working moms. time
management tips for working from home. time management tips for working mothers. time management tips for working parents. time management tips for working students. time management tips for work life balance. time management tips for working ladies. time management tips for working professionals
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