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Every professional person in the world wants more time. To some time, management becomes an
obsession. They seek out strategies and systems that are designed to get more done in less time.
Before you go googling time management and looking for all the related articles to time
management, you need to ask yourself this question. What is time management?
Time management means different things to different people. We all have different priorities; we all
have different goals and things to achieve. As we all have different priorities, we all need to develop
our own approaches and systems to help us manage time better.
Below I have provided a wide range of quotes and my interpretation to help you think about how
you manage your time. You don't have to accept my interpretation. The idea is to inspire you to
think about how to best use the one thing they are not making more of, the one thing that once it's
gone, it's gone, TIME.
In today's fast-paced world, where it seems like we work 24/7, are we really using our time
effectively? Use the quotes below to help you reclaim your time and productivity.
You may delay, but time will not, and lost time is never found again. — Benjamin Franklin
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Procrastination is one of the biggest challenges in time management. The number one cause of
procrastination is project overwhelm. You have a massive project to complete; it's so big you can't
even see the finish line. When this happens, it can be hard to motivate yourself.
Our minds can make things bigger and scarier than they really are.
Action is the answer. Break down your "project overwhelm" into small bite-size pieces and then
break those bite-size pieces into nibbles.
It is far easier to act when confronted with a nibble than a bite. By nibbling away at your "project
overwhelm," you will get momentum, and that momentum will help stop procrastination and allow
you to complete the project faster and more efficiently.
"Give me six hours to chop down a tree and I will spend the first four sharpening the axe." Abraham Lincoln
You can't always prepare perfectly for the challenges ahead, but that doesn't mean you shouldn't take
time out to prepare. In most cases, the more time you take to prepare, the better the outcome.
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How many times have you found yourself in a situation that requires an important task to be
completed quickly? In your eagerness to complete the task, you jump straight in with both feet. What
you find when you do this is you waste time regularly checking back to see what has been done and
what remains to be done.
The more effective way is to start slowly. Take a little time out to prepare a plan. This will reduce the
need to check your progress constantly. A good plan is like a checklist. You can clearly see what has
been done and what needs to still be completed.

"It's not enough to be busy, so are the ants. The question is, what are we busy about?" Henry David

Thoreau
How are you going? Busy. How's work? Busy. Have you ever come across people who are always busy?
They are happy when they are busy; they don't care what they are busy with as long as they can brag,
they are busy. The trouble with these people is that when you ask them what they have been busy
with, they can't tell you because they have done very little that is truly important. In fact, they
probably find it difficult to know what's important.
All-time management decisions should be based on what you want to achieve. Knowing what you
want to achieve will allow you to determine what is a priority and what is not and what actions you
need to take.
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When you are focused on outcomes, your time becomes easier to manage.

"If you are not making it happen each day, it's not going to happen". Cliff Turner
Once you have worked out your priorities, you should start doing them at the first opportunity.
Don't get distracted by what is urgent to others but not urgent to you. This will happen if you are
not clear about your priorities.
If it's not a payday activity, then it's not important. Just because someone is screaming its important
doesn't mean it is. Just because a not so important deadline is fast approaching doesn't mean you give
it a priority.
Don't waste today by doing things that are important to others. Your time should be spent
completing the priority tasks and the rest and be completed later.

"You didn't have time because you didn't set aside time". Cliff Turner
What is the most common excuse for an uncompleted task? "I didn't have time."
The fact is, you had the same amount of time as everyone else, you just didn't focus on the thing that
didn't get done. You chose to put a bigger value on something else. Being unclear about what needs
to be achieved leads to bad choices in time management.
At times your lack of focus will because your workload is too great. You need to recalibrate by getting
some work off your desk. You can do this by:
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Saying No.
Delegating some of the tasks.
The reality is there are very few things that really matter; you need to become focused on what they
are.

"What is important is seldom urgent, and what is urgent is seldom important." Dwight D.
Eisenhower
Time management is not about just managing our time; it is about how we manage ourselves in
relation to time. It is about taking charge and setting priorities. It means changing activities and
habits that cause us to waste time. It means being prepared to try different ideas and methods that
will enable us to make maximum use of our time.
The 80/20 Rule
The 80/20 rule, also known as Pareto's Principle, states that 80% of your results come from only 20%
of your actions. In your life, you will find that the 80/20 principle can be applied to many things.
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For most people, it comes down to analysing how you are spending your time and what you are
spending it on. Are you focusing on the 80% that produces 20% or 20% that produces 80%?

"Don't put the urgent in front of the important" Cliff Turner
The Urgent/Important Matrix
Great time management is being both effective and efficient. To achieve the things you want to
achieve means spending time on the important not just the urgent. To achieve this, you need to be
able to distinguish between what is important and what is urgent:
Important: Activities that are stepping stones to achieving your goals and have the greatest impact
on your life.
Urgent: These activities demand immediate attention but are often linked to someone else's goals
rather than our own.
The concept of an urgent/important matrix was featured in The Seven Habits of Highly Effective
People by Stephen Covey. The Urgent/Important Matrix is a great way to organise tasks based on
priorities. By using this simple but highly effective tool, you can focus on what is truly important and
overcome the natural tendency to focus on the urgent.

The Urgent/Important Matrix:
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Urgent And Important:
These are activities dealing with critical and important issues as they arise. Perform them now.
Important, But Not Urgent: These are tasks that are critical to achieving your goals. These tasks
should be put on the plan to do next.
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Urgent, But Not Important: These tasks will not move you towards your own goals. To manage
these, delay them, cut them short, and reject requests from others. You need to postpone these tasks.
Not Urgent and Not Important: Are just a distraction and should be avoided when possible. Be
careful, though, not to label recreational time and time with family as not important. You should
avoid these activities altogether.
The difference between successful people and really successful people is that really successful people
say no to almost everything." Warren Buffett
Being Assertive
There are times when requests from others are important and need immediate attention. These
requests often conflict with our values and take time away from working towards your goal. When
there is something you would like to do but simply don't have time to do, it can be quite difficult to
say no. An approach you may like to try is to use a Positive No, which can be done in several ways.
Here are a few ideas.
Say no, and then give an alternative. Example: "I can't possibly do that today, but I could schedule it
in for tomorrow."
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Show empathy by repeating the request in your own words, and then say no. e.g., "I understand this
task is important to you, but I won't be able to complete it for you today."
Say yes. e.g., "Yes, I want to help you with this task, but I won't have time until tomorrow morning."

Well begun is half done. Aristotle
Ready, Fire, Aim!
Everyone has heard the phrase, "Ready, Aim, Fire!" Often when planning time management, it is
better to think "Ready, Fire, Aim!" instead. This is because most people aim for the target but never
seem to pull the trigger. They get caught up in the planning and never seem to act. This is just a form
of procrastination. It is better just to shoot and then see how close you were to the target.
Ready! Don't over plan. By the time you fire, the target may well have moved.
Fire! Remember the 80/20 rule. Take action; even if you don't hit the bull's eye, the chances are you
will hit the target.
Aim! Make new plans based on what you have learned. Readjust your aim based on where you hit the
target.
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"Time is free, but it's priceless. You only get today once" Cliff Turner
An opportunity is given to you every day to advance towards your dreams and goals. Its also an
opportunity. It's also a time to spend with people you love and enjoy being with.
You can waste a day doing things that are of little value, and you can also spend time trying to do too
much.
The two critical areas of your life are professional and personal. You need to know what is important
and try to do something of value in each area daily. This is how you will make everyday count.

"I never put off till tomorrow what I can do the day after." Oscar Wilde
Everyone procrastinates in some way. Today's busy schedules ensure everyone has too much to do
and too little time. Successful people know the way they manage time determines the quality of their
life.
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People think that time management as only something you use for business. The fact is though time
is our most precious resource. Time management is taking time to think about how you spend your
time to achieve a work-life balance.
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Here are 10 ps to help you better manage your me.
Tip No 1
Change your habits.
If you're reading this, I think it's a fair assumption you want to improve your time management
skills. If you struggle with time management, the solution may be as simple as changing some of your
daily habits.
If you are used to sleeping in until 6.30 am, start waking up at 5 am. I find this time of day the most
productive. I can catch up with emails, work on any social media or blog posts I need to have ready all
without being disturbed.
You may also want to wake-up earlier on the weekends and cut down the amount of TV or Netflix
you watch.
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"Perfection is often sought but never achieved." Cliff Turner
Tip No 2
Stop being perfect.
Perfection is something sought but never achieved. When you are a perfectionist, what you do will
never be good enough. This means you will keep going back to the same task over and over again.
Doing this damages your productivity for the day.
So, stop trying to be perfect. It doesn't exist. Do the best you can and move on.
"The trouble with time is, you think you have plenty of it". Cliff Turner
Tip No 3
Don't waste time waiting.
I'll be honest. I can't stand waiting. It's partly because I am impatient, partly because if I am not
careful, I can waste my own time so I don't need help from other people to do it, but also because I
know I could be doing better things with my time elsewhere.
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I have, however, found ways to best use my time while waiting or traveling. For example, while I am
driving, I have an audible book or Podcast playing. If I am waiting for someone to arrive, I can be
checking emails or reading personal development blogs.

"Success occurs when opportunity meets preparation" Zig Ziglar
Tip No 4
Prepare In Advance
Prepare your work list for the following day at the end of the current day.
The best thing you can do is to plan your entire day as the last thing you do before leaving work.
The best exercise is for you to plan your entire next day as the last thing you do before coming home.
One of the huge benefits of preparing your to-do list the day before is, you sleep better. One of the
main reasons for insomnia is laying in bed thinking about what they have to do tomorrow — trying
not to forget what they have to do the following day is another.
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When you have everything written down on your to-do list, it clears your mind and allows you to
sleep better. Good sleep will help improve productivity. This is a very simple tip, but also one of the
most powerful time management tips available.
Tip No 5
Set a time limit for each task.
Setting a time limit for each task allows you to focus on the task and the time needed to complete it.
People overestimate what they can achieve in a day and underestimate what can be achieved in a
week.
Tip No 6
Learn to delegate.
Delegate. If the task is important, ask yourself if it's really something that you are responsible for
doing in the first place. Know your job description and ask if the task is part of your responsibilities.
Can the task be given to someone else?
Tip No 7
Leave a buffer-time between tasks and meetings.
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It may seem the best use of your time but jumping from one task to another or one meeting to
another, but it actually has the opposite effect. We need time to recharge and clear our minds. It is
well documented that the human brain can only focus for about 90 minutes at any one time.
By not taking a break, it is far more difficult to stay motivated and focused. When you schedule
buffer time it can eliminate the stress of running late for your next meeting.
Tip No 8
Get organized and single task.
Begin each day with a to-do list.
Define a specific window to check email.
Time block your major tasks
Organise your desk.
Tip No 9
Follow the 80-20 rule.
The 80-20 Pareto Principle is typically used in sales, where 80% of your sales come from 20% of your
customers.
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This principle can also be applied to time management. 80% of your results come from 20% of your
actions.
Start looking at your to-do list every day and pick the top 3 priorities. When you do this and block
out time to start and finish your top priorities, you will be amazed at how much can be achieved.
Tip No 10
Eliminate 50: 50 work.
We live in an age of constant distraction. It is so easy to get distracted from what we should be doing
to what are bombarded with daily i.e., email and social media.
It is rare we are fully engaged with a task because we are responding to outside demands such as
messages and emails.
Examples of this are.
You are writing a report, but you get the urge to check your phone for no reason. (Sound familiar)
You are talking on the phone while thinking I must check my email.
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It doesn't matter how you fall into the 50:50 trap; the outcomes the same you are never fully engaged
with the task at hand, and it takes you twice as long to achieve half as much.
One of the best ways to eliminate 50:50 work is by blocking out time to focus on a project and
eliminate everything else.
This is the best way I have found to eliminate 50:50 work.
Conclusion
I find good quotes encourage you to pause and reflect and increase your understanding of a topic. I
have included a range of time management quotes just not by me but from others as well. Time
management strategies and tactics are great and will work well, but only if you have a clear
understanding of what time management means to you. What your goals are and what you want to
achieve. I hope the tips and quotes provided above help you to understand and make better decisions
when it comes to the one thing you never get back, and that's time.
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