Use the POMODORO technique of
allocating 25 minutes for any task.

Hint

Keep a timer for 35 mins [or a

concentration task. One extension of
5 mins allowed. After that a

nmandatory 5 nmin break even if
incoraplete. s
The break has 1o be physical - no
devices! | o




Choose where vou spend your
energy. Articulate why youre
choosing one over the other.

Hint:

Pay/ request people to do the tasks
that rmwust be done, but that don't
spark joy in vou.




- Be very specitic with ask
of time and date

Why?
LLowers coginitive load

Hint:



vour calendar for

tasks.
e.g. Write Linkedin Post on x date

Block time on




Block vour me time, holidays in =~
| advance






3

onthly view on Google
calendar.

Why?
Helps 1o visually notice how busy or
easy a week is.
Why not diary?
Phone is always at hand 1o note
tasks

Hint
use colour codes for categories
commniitments




Creale a master 10-so list where all

jobs are durped.
| Every week pick out what is possible/
| important/ urgent to do.




Create a rule that syncs with your |
needs and energy.
c.g. ‘"no Work before 10 an”

Hint:

Have Clarity on what the benefit of
the rule is and

Revisit the rules as needed.




- Focus time using the
~option on the laptop




ninutes - NOW!

Why?
Il tasks pile up

Snma




Tinne Allocation lists, Top 3 Tasks of
the Day. Must Do and Good To Do.

Hint
Write only those (asks that have
been completed vs. seeing a long list
of undone things




¢ Find soraeone (o do the work with | ==

~ youd)



FOCUS ON PROGRESS
- INSTEAD OF PERFECTION







IDENTIFYING PRIORITIES

LET GO OF GUILT WHEN
FOR YOURSELF




= WYY s
So you don't forget anything
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the Covey matrix.
Listing tasks on a glass
board

Why?
Out of sight can



Set up and share a
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Put down everyvthing in a planner/f
diary

, i |
\Wriling things down clears (even if
teraporarily) the buzz in my head.




“SPEND ON THINGS I DON'T
S [LOVE
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Schedule annual or quarterly
conversations with self.

Questions to think on:
Where do I want mwy energies to go?
What would bring me and the peope

that maltter happiness?
Where can I make the most
neaningful/ required inapacit?
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CHOOSES TO SPEND TIME




Cross iteras off a list.

Hint: . |

Make it whinsical. End each itera
with an apple. Then draw an arrow
through when voure done./



Use only one calendar or space for
| all your tashks

Hint:
Push undone things (10 another [ree
slot when it pops up

Review the next week and edit tas
| as needed




ime slot to work on your
tasks in silent companionship with a
- buddy

Createal




