
 



7 Time Management Habits to Maximize Your Productivity 
 

1) Create a Morning Routine 
Experts recommend getting up an hour earlier than you need to in order to set your day up to be 
the most positive and productive. 
 
During this time, stay off of your phone, email, and social media – although our habit is to peak at 
all of our notifications first thing, it can actually be detrimental to your mood and attitude should 
you see just 1 negative thing. It can create a negative mood for the remainder of the day. Why do 
this to yourself? 
 
Take this time to practice gratitude, write your affirmations, exercise, meditate, listen to a 
motivational podcast and read a self-development book. 
 

Tip:  I highly recommend reading “The Miracle Morning” by Hal Elrod to get you started on 
an amazing morning routine. 

 
2) Create a daily plan 

How often have you sat down at your desk in the morning trying to decide what you intend to get 
done today, only to find you’ve wasted an hour or more responding to emails and surfing social 
media?  You must actively set your intentions for the day. 
 
Spend 10 to 15 minutes in the evening making a list of your highest priority tasks that you intend to 
work on tomorrow. Don’t make this list too long, or you’ll set yourself up for failure. Estimate the 
time it will take you to do each task and schedule based on the time you know you will have 
available the next day. 
 
Create your list at the end of the workday or earlier in the evening. Working on your list just before 
bed creates thoughts of all the things you need to get done the next day and can create troubles 
falling to sleep. 
 

3) Tackle your Most Important Tasks first. 
Ever heard of the term “Eat That Frog”?  A great quote from Mark Twain says…”Eat a live frog first 
thing in the morning and nothing worse will happen to you the rest of the day.” 
 
Your Frog is the worst thing you must do every day, the thing you’re most likely to procrastinate on.  
Do this thing first. 
 
Determine what your most important tasks are and set time every morning to work on these first.  
 

Tip: For each task, determine how your business will be affected if you do or do not 
complete this task. This will create an emotional attachment to the task and link it to your 
overall goals. 

 
4) Set Deadlines 

We tend to work best under the pressure of a deadline. Tasks with no deadline tend to get pushed 
to later. So in order to hold yourself accountable for the tasks you need to get accomplished, set 
deadlines for yourself to complete your most important tasks. A day and time when you commit to 
yourself to getting these tasks done. This will help to eliminate procrastination. 
 

5) Use Time Blocking 
Time blocking is a time management technique in which you work on a particular task for a certain 
period of time. Once your allotted work time for that task is finished, it’s time to move onto 
something else. 
 



A great way to finish any project is to work on it a little by little until it is finished. Instead of jumping 
feet first into a big project (thereby increasing your chances of burnout and exhaustion), you can 
make things easier for yourself by pacing yourself as you work.  
 
Time blocking also ensures that you commit time each day to your most important tasks without 
getting thrown off task by outside distractions. 
 

Tip: Block time for email and social media. We all know it’s unavoidable, but do not allow 
these things to bleed into your assigned times as you’re working on your most important 
tasks.  Put your phone on silent or turn off notifications during times when you’re working on 
other tasks. 

 
6) Do not Multi-task. 

Much research has proven that multi-tasking does not work.  
 
Did you know that it can take up to 5 minutes for your brain to properly refocus on a given thought 
process or task? So, when you continually jump from task to task you cannot truly focus your 
proper attention on the work to be done.  Finish each task in the time allotted before moving on to 
something else. 
 

7) Eliminate Time Wasters 
Highly successful people hold tight to the believe that your time is your most precious commodity. 
You can sell it, but you can’t buy more, and everyone is given the same amount every day.  Do you 
think millionaires have more time in their day?  No!  They simply have developed the daily habits to 
force others to value their time and have learned to use their own time more wisely.  
 
Make a list of activities that you do over and over that are time wasters. For example: 
 
• Hanging out too often with negative people or friends who bring you down 
• Jumping online to pay a bill and ending up surfing the web, reading gossip, watching negative 

news and wasting hours of your life. 
• Spending too much time on the couch, too much time at the gym or too much time on your 

video games 
• Mowing your lawn weekly (or some other mundane time consuming activity when you could 

pay somebody to do it and use your time and energy to achieve your bigger goals. 
 

This is your NOT to do list. Things that are eating up your time. It’s a crucial list of things you cannot 
do if you want to be more productive.  
 
Then next to each item, write one of 5 things: Eliminate, Automate, Outsource, Delegate or Replace.   
 

Tip: If you are struggling to identify these time wasters, spend two to three days tracking 
your day in 15 minute intervals to see what types of activities are really eating up your time. 
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