
   

Common-Sense 
Time Management 

Brought to you by 



 

 

www.meetmichelleg.com 
2 

TIME MANAGEMENT 

 
 

Table of Contents 

 

 

Introduction ...................................................................................................................................................... 3 

The Basics.......................................................................................................................................................... 4 

What is Time Management?....................................................................................................................................... 4 

Why is Time Management Important? ....................................................................................................................... 6 

Time Management Traps .................................................................................................................................. 9 

No Vision .................................................................................................................................................................... 9 

How to Avoid this Trap ..............................................................................................................................................10 

Perfectionism ............................................................................................................................................................10 

How to Avoid this Trap ..............................................................................................................................................11 

Hate to Delegate .......................................................................................................................................................12 

How to Avoid this Trap ..............................................................................................................................................13 

Common-Sense Time Management ................................................................................................................ 15 

Vision ........................................................................................................................................................................16 

Goals .........................................................................................................................................................................18 

Plan ...........................................................................................................................................................................21 

Create a Daily Routine ...............................................................................................................................................22 

Prioritize ....................................................................................................................................................................24 

Attack and Track ........................................................................................................................................................26 

Conclusion ....................................................................................................................................................... 27 

 

  



 

 

www.meetmichelleg.com 
3 

TIME MANAGEMENT 

Introduction 

 
 

Tick-tock, tick-tock, tick-tock. When you’re always rushing 

to beat the clock, you probably feel unnecessary stress 

and tension, and you don’t realize it.  

 

Guess what? You don’t have to put that stress on yourself. 

Being late isn’t the answer but developing an efficient 

time management system is a simple way to learn how to 

budget your time well. Time management is useful in all 

kinds of settings: work, home, social situations, etc. It affects all parts of your life.  

 

“Time is what we want most, but what we use worst.” — William Penn 

 

William Penn was right. We all could use more time. Even when you’re bored, and you feel like 

you have too much time on your hands, there is always something you could be doing to fill up 

the hours of the day. The problem is, we don’t use our time well.  

 

Think of time as a gift. This gift can only be used once, and if it’s used wisely, it will benefit you 

greatly. If it isn’t used wisely, you lose it.  

 

You have 86,400 seconds in the day. That is a constant, and you choose whether or not to use 

it to your advantage. That means every morning when you wake up, you have 86,400 

moments ahead of you. The more you waste, the less you get out of your day.  

 

There’s a lot to be said about time, but before we use up too much of it in this eBook, let’s go 

over some ways to manage your time so that you get the most out of your days. Setting up a 

time management system is simple. Fortunately, it’s not an involved process, and it ends up 

giving you back a lot of time you could have lost otherwise. Sounds like a win-win!  
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The Basics 

 

What is Time Management? 
 

Management is one of those big, 
intimidating words. It has a 
corporate ring to it, but it’s actually 
part of your everyday life—
especially when it comes to time.  
 

Time management simply means 

managing the way you spend your 

time so that you’re using it in the 

most effective way possible. It’s all-

encompassing and includes the 

following:  

 

Making Plans 

Managing your time is like managing your calendar. It means organizing and prioritizing all the 

things you have to do and coming up with a game plan on how you’re going to do them all.  

 

Achieving Goals 

You can set goals for yourself without managing your time. You can set goals all day! However, 

to actually reach those goals, you need to budget your time accordingly so that you can 

allocate enough hours to the things that matter most—all while getting done all of the small 

but necessary things.  

 

Meeting Deadlines 

Time management helps you stay organized. There’s no way you can remember all your 

deadlines without writing them down and creating a strategy for how to meet all of them.  

 

Knowing your Bandwidth 
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If you’re a yes man or yes woman, you probably have a hard time working within your 

bandwidth. Saying yes to everything typically results in one of two things: 1) Overworking 

yourself and sometimes underperforming as a result or 2) Overpromising and not living up to 

your promises.  

 

Prioritizing 

While managing your time, you’re managing your workload. Some tasks are more urgent than 

others, so when you budget your time, you’ll need to take this into consideration.  

 

Spending Time Wisely 

Sometimes you sit down and try to work on something, but you are completely uninspired. Or 

you’re elbows deep in a project, but you keep getting interrupted by phone calls. If it’s not the 

right time to do your work, recognize it. It’s important to know how to spend your time wisely, 

as it makes your day-to-day life more efficient and easier in the long run.  

 

Now that you can recognize what time management is, it’s a good idea to get a feel for why 

it’s important. Like many things, time management is a life skill that you consistently work 

toward developing. It won’t happen overnight.  

 

So, if you’re sitting there thinking, “Time management sounds boring. I don’t need that,” it’s 

understandable. But first, hear us out. Time management is more important than you may 

think it is!  
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Why is Time Management Important? 
 

A lot of people take the “I’m okay, I use my calendar” approach to time management, which is 

fine, but the calendar approach only gets you so far.  

 

Time management goes far beyond dates in a calendar—it’s a personal project management 

system that helps you budget your time. That sounds really challenging, doesn’t it? But it’s 

not. It’s actually here to help you simplify your workload.  

 

Without time management, all your responsibilities and deadlines are floating around in your 

head like clouds in the sky. You know they are in there, and you know you need to get around 

to them at some point. But it’s hard for you to grab on to one responsibility or task without 

knowing how to attack it —or when. It may seem like a drag to work on something that seems 

so simple, but there are numerous benefits to it. Here are a few key benefits that come along 

with developing time management skills:  

 

Keeps you on Time 

This seems obvious, but lots of people think they know how to manage their time until they 

realize that they arrive late more often than they should. Take it from American author Karen 

Joy Fowler: “Arriving late was a way of saying that your own time was more valuable than the 

time of the person who waited for you.” It’s okay to be late every once in a while, but it’s a red 

flag if you’re late more often than you are 

punctual. When you have a plan for your time, 

you factor all kinds of things into the equation.  

 

Gives you a Sense of Discipline  
 

If you don’t have a schedule that is holding you 

accountable, you don’t value your work ethic as 

much. You may kill time or idle around as if 

there’s no impending responsibility or 

deadline—only to realize that there is, and then 

be forced to scramble to make up for lost time. In other words, it’s a mess!  
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When you have everything written out and planned, with your priorities taken into 

consideration, you’re more disciplined as a worker. Your goals are separated into bite-sized 

tasks that feel way more feasible than attacking one big project at a time.  

 

Boosts Your Organization Skills 

Time management isn’t limited to organizing how you spend your hours in the day. It also 

means being efficient and organized in other facets of your life, in order to make sure your 

time is being used effectively.  

 

For example, when you set up your computer with organized files, you ensure that everything 

has its own rightful place. It cuts down on time spent aimlessly searching for files because you 

can’t remember where you placed them. This type of habit is two-fold: It keeps you organized, 

and it optimizes your time.  

 

Encourages Self-Confidence 

How are confidence and time management related? It seems like a distant relationship, but 

the two intersect more than you would imagine. When you use your time well, you get more 

done in the day. You capitalize on your good moments, and you minimize your unproductive 

ones. This makes you feel more confident in your abilities.  

 

Gets More Done in Less Time 

When you have a game plan for how to spend your time, you automatically have a game plan 

for how to accomplish all your goals. What previously took you two hours to finish may only 

take you 30 minutes, because your time will be planned more efficiently. This way, you will be 

able to fully focus on the task at hand instead of wasting time trying to figure out what you 

should be working on. 

 

Brings you Success in the Future 

If you’re able to plan the ‘now,’ you’re more inclined to think about the future. That means 

setting long-term goals for yourself and planning out how and when you would ideally like to 

achieve them.  
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Minimizes Stress 

Have you ever seen someone sprinting across the airport to catch a flight on time? That’s 

stressful! If your time is being used resourcefully, and you arrive at your events or destinations 

on time, you minimize the stresses that come along with being a poor planner.  

 

Now that you have an understanding of the benefits of managing your time, we’ll touch on a 

few time management “traps”—those common mistakes people make that just happen to be 

100% avoidable. 
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Time Management Traps 

 

In order to know how to regulate your time, 

you need to be able to recognize bad habits 

that result in poor time management. You 

probably don’t notice when you’re doing 

these things. We’ll call them time 

management traps because they suck up 

time rather than optimize it. Once you fall 

into one of these traps, it’s hard to recognize 

how it is affecting your productivity. 

 

The three main time management traps are lack of vision, perfectionism, and issues with 

delegating tasks. These are three vastly different issues, and unfortunately, they all have the 

potential to derail your motivated self from getting the job done proficiently. Let’s see if you 

recognize any (or all) of these traps.  

 

No Vision 
There’s a reason why people ask you where you see yourself in 10 years. It’s not that you have  
to come up with a detailed life plan, but if you don’t have any idea of where you want to go 

and what you would like to accomplish, it’s difficult to stay motivated in your current situation. 

Without a vision of some sort, you put time and effort into your work without aim. Your heart 

isn’t invested, and your day is about pleasing your boss and sitting in a chair so that you can 

get paid. On the flip side, when you do have a vision, and you’re consistently working toward 

it, your dreams are within reach. You work with purpose and dedication to your craft.  

 

So how does this relate to time management? Without vision, you work without purpose. 

Without purpose, you work without aim. Without aim, your time is spent haphazardly, and 

you don’t really get much out of it. It’s quite the chain reaction, isn’t it? 
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You may spend your day being busy, but without a vision you are shooting for, the work is 

most likely meaningless. Instead of spending your valuable time on tasks that will get you 

where you want to be in life, you keep busy but are getting nowhere fast. 

 

How to Avoid this Trap 
If this sounds anything like you or if you can’t clearly define some sort of a vision for 

yourself, you should take time to think about it. Write it out or talk to a mentor. Do 

some soul searching and reach for something that ignites you with energy and passion. 

It’s in there somewhere —you just have to work toward finding it and holding onto it.  

 

Find Your Vision 

Make sure that you espouse a vision that aligns your purpose and passion in life, not 

someone else’s, or one that you think you should strive for. It should be a big, hairy 

vision, something that feels exhilarating to think about, and just a little bit scary. It 

needs to be something that will force you out of your comfort zone. Decide on what you 

are passionate about. Once you are clear on that, you can start to make your life into 

exactly what you want by making your vision a reality. 

 

Zero In 

Once you realize your vision, hone in on the aspects of it that are really important to 

you. Those aspects will be your short-term tangible goals. Clearly defining these goals 

will encourage you to stick to them. It’s important to note that these goals will probably 

change over time. You may achieve some of them, or you may come up with new goals 

as you refine your vision. As long as you’re consistently working toward them and 

reviewing them to track your progress, you’re sure to avoid the trap of lacking vision.  

 

Perfectionism 
If you find yourself obsessing over tiny details and spending hours on the “little things” to be 

sure everything is perfect, you may be suffering from the perfectionist epidemic. Symptoms 

include: Forgetting about the big picture and focusing on the minutiae instead, overworking 

yourself to make sure everything seems flawless and feeling like nothing is ever just right.  
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Instead, here is what happens. By working so hard on the details, you waste energy that 

should be spent on what really matters. Some perfectionists are actually compensating for a 

deep-seated issue—fear of not being good enough. It means procrastinating on what actually 

needs to be done and swapping those tasks for smaller, menial tasks that you know you can do 

flawlessly. Perfectionism is actually a form of procrastination that keeps people feeling safe 

within their comfort zone, but from the outside, it looks like they are moving ahead. That’s no 

way to get better at something, though, so don’t let that habit consume you.  

 

The thing about focusing on the little details instead of the big picture is that once you work on 

gaining clarity on the big picture, many of those little 

details will need to be changed again. Or they will 

become surplus to the situation, so they get thrown 

out. Think about all that time you wasted on the trivial, 

only to have to modify or delete them later! 

 

How to Avoid this Trap 
Most people feel a tug of perfectionism every now and then. The important thing is to 

notice it and respond to it in a way that will benefit you rather than hold you back. As a 

perfectionist, you are your own enemy. You’re picking battles with yourself and no one 

else. It’s a trap, but it’s one that you can escape on your own. Just recognizing you have 

the tendency toward perfectionism is the first step because you’ll be able to watch for it 

and catch it before it takes hold of you. 

 

The #1 way to avoid the trap of perfectionism is to remind yourself to do your best, and 

when you’re finished, don’t look back. Avoid the “shoulda-coulda-woulda syndrome,” 

and instead, have confidence in what you have done. If you do make a mistake, view it 

as a learning opportunity rather than an all-consuming failure. It’s easier said than done, 

so here are a few specifics to help you avoid the trap of perfectionism.  

 

Be Realistic 

You’ll set yourself up for failure if you create unrealistic expectations for yourself. It’s 

impossible to make anything 100% perfect, so using phrases like, “It has to be perfect” is 

a big no-no. Before undertaking a goal or project, ask yourself if your plan is realistic or if 
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you are asking too much of yourself. For example, you may need to allow for more time 

than you originally gave yourself so you can do your best work without stressing out. 

 

Swap Negative Thoughts for Positive Ones 

Assume the role of a coach. You could be a bad coach who yells at players and threatens 

them when they don’t do well, or you could be a positive, uplifting coach. Being positive 

doesn’t mean being timid. You can still be firm with yourself and instill a sense of 

discipline in your work ethic. But if you start belittling yourself or being extra negative, 

turn on the positive mindset and dial down the negativity.  

 

Take a Break When You Need it 

When you’re working hard, you might forget to take a break. Or you may not want to 

take a break. As part of your time management skills, you should schedule when you will 

take a break to recharge and regroup. Recognize when you need it, and schedule it out 

in advance so that you stick to it.  

 

It’s “Time Off,” Not Time Wasted 

When you do take a break, allow yourself to fully enjoy it as a break from work tasks. If 

you worry about work the entire time, you’ll end up being counterproductive, because 

you won’t be giving your brain a rest from your work. Let yourself decompress on your 

breaks, and then use that rejuvenation to work harder when you get back to your daily 

responsibilities.  

 

Keep Your Work Ethic Separate from Others  

Everyone works in different ways. Some people are extremely motivated, whereas 

others are less dedicated. Some people work best in the morning, and some are night 

owls. Comparing yourself to others won’t get you anywhere. Everyone is different, so be 

happy with who you are and how you get your work done.  

Hate to Delegate 
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Part of responsibly managing your time is learning when to say no. If you hate to delegate  

tasks to others, you might find 

yourself with too much on your 

plate… all the time. This ends up 

being unproductive in the long 

run, because you won’t work 

efficiently, and you won’t work 

with passion. Instead, you’ll be 

working on getting the job done. 

The worst part is, it’s not your 

job in the first place! If you find 

yourself doing tasks that are 

outside of your genius or are 

beneath your pay grade, it’s time to start delegating. 

 

Don’t take on the responsibilities of others when it’s at the expense of your motivation and 

productivity. When you find yourself doing this, learn to say no. You may not know if you’ve 

fallen into this trap or not, so here are a few telltale signs that you hate delegating:  

 

• You don’t maintain a to-do list. 

• You say “yes” to everything, but then you often find yourself wishing you hadn’t. 

• You value quantity over quality. 

• You don’t know what types of things to delegate to others. 

• You don’t trust other people to get the job done. 

 

How to Avoid this Trap 
This is the easy part. Overcoming this trap means less work for you, which is a great thing! 

No, it doesn’t mean pushing all of your responsibilities onto others, but it does mean 

delegating tasks out to appropriate owners when it is the right time.  

 

Delegate to the Right People 
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It begins with picking the right people to delegate to. Learn who has the right skills for the 

job and who has the time to get it done. You wouldn’t want to delegate a task to someone 

who is just as busy as you are! Similarly, you shouldn’t delegate a task to someone who 

isn’t well suited for the job. Strike a balance here and find the right person for the job.  

 

Trust Others 

When you pick who you’ll delegate your tasks to, you most likely trust that person. If you 

don’t, don’t delegate tasks to them! Once you hand over a project to someone, don’t look 

back. Trust that they’ll get the job done, and don’t let it weigh on your mind.  

 

Be Clear with Your Instructions 

To make sure the job gets done the right way, make a set of clear instructions for others to 

follow. Don’t be too nit-picky, and don’t micromanage but use this as an opportunity to 

shed light on how you’d like the job done. This helps you avoid confusion and extra work.   

 

Lack of vision, perfectionism, and delegation are three big-time management traps. They 

suck up your time and leave you feeling unproductive and unmotivated. Guess what? 

When you feel less productive or motivated, you put less energy into your work, and it 

begins the snowball effect that derails you from your mission and goals.  

 

The simple answer: Don’t fall into these traps. It is easier said than done, but once you can 

spot them, you’re set up in a way that will better enable you to recognize when you’re 

hitting a roadblock so that you can put an end to it. After you work on getting out of time 

management traps, you’ll want to come up with a system — a way in which you’ll manage 

your time with a sense of structure and organization.  
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Common-Sense Time Management 

 

 

 

Time management is unique because it’s not a science or an art. Nor is it a practice or a hobby. 

It’s a tool that you develop and refine over time. Some people are naturally better at 

managing their time than others. We aren’t encouraging you to compare your time 

management efforts with others, though. You are your own person, and you’ll have your own 

unique way of keeping track of how you spend your time.  

 

The good news is you don’t have to figure it all out on your own. You could spend a lot of time 

trying to develop a time management system. Or you can follow a simple guide that sets you 

up for success. It’s been done before —many times. So why not take it from people who have 

figured it out? This guide will walk you through the steps you should take to develop a logical, 

effectual time management system.   
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Vision  
 

 
 

Have you ever heard the phrase, “Begin with the end in mind”? Sometimes it seems like a far-

fetched idea, but it’s a tried-and-true way of keeping you grounded and reminding you of your 

purpose. When you begin with your vision and your goals, you work with determination, 

purpose, and structure. It’s more effective, and it’s more impassioned.  

 

Think about driving a car. You turn on your car and begin driving to reach a destination. You 

don’t know what kinds of things you’ll see on your drive or how many red lights you’ll hit, but 

you know your end goal is to reach a certain point. In other words, you need to know where 

you want to end up in order for you to get there.  

 

The same goes for time management, and ultimately, success. You’re paving your own path to 

success, so your vision starts with YOU. This doesn’t mean you need to wake up tomorrow 
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morning and have a detailed plan for the rest of your life. But it does mean you should check 

in with yourself. Ask yourself, “Why am I on this career path?” or “What do I want to get out of 

this in the long run?” Find that purpose and perfect it so that you have a good grasp of what 

you’d like to achieve.  

 

Start with your ‘Why’ 

If you’re just starting out, or you need to modify your vision, try asking a few of these 

questions to get a better understanding of what you want:  

 

• What matters most to you in life?  

• What are your passions and interests?  

• What kinds of qualities would you like to have?  

• What types of people do you admire the most?  

• Who would you like to be more like?  

• What issues do you care about?  

 

It may take time to figure this out. No one realizes their passions in a short amount of time, 

but it’s worth figuring it out. You’ll be glad you did, once you find what makes your heart sing.  

 

Commit and Focus 

Once you’ve decided, treat it as an important decision. It’s no longer a floating idea or an 

unattainable goal —this is now your life goal. Write it down and make a promise to yourself. It 

may help to put a date on your note to remind yourself of the day you came to this decision. 

Post that goal on your fridge, your bathroom mirror, your dresser —put it wherever you need it 

to be reminded of your vision every day.  
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Goals 
 

 
 

Now that you know your destination, you need to figure out how you’re going to get there. 

This means coming up with goals and breaking them down into small, feasible tasks that you 

can accomplish bit by bit. You’re not taking on the world all at once. This is a step-by-step 

process, so start with baby steps and work your way up to the big steps.  

 

Clearly Define What You Want to Accomplish 

Similar to defining your vision, define what you want to get out of your smaller goals. Write 

down each goal that you’re currently working toward. That doesn’t mean you should have 15 

little pieces of paper with your goals inscribed on them. That would be overwhelming! You’re 

starting small, so pick 1-2 goals to focus on, write them down, and work toward them.  

 

Quantify Your Goals 
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It’s hard to work toward a goal when you don’t have an anticipated outcome. For example, 

you may write down, “Optimize my social media profiles.” But what does that really mean? 

How do you evaluate how well you did with achieving this goal? Instead, quantify it. Write 

something like, “Reach 100,000 impressions on my Twitter.” This does two things: 1) It holds 

you accountable, and 2) It motivates you to work harder so that you can cross off that goal and 

mark it as DONE! 

 

Set Deadlines 

Here is where your time management piece plays a huge role in the process. It’s one thing to 

set goals but setting goals with a deadline is a game-changer. You will no longer procrastinate 

on getting work done because you’re working against your own clock. You wouldn’t want to 

let yourself down by missing a deadline, right?  

 

Create a Plan 

You know what to do, what you’re trying to accomplish, and when you’d like to accomplish it. 

Now, you need a plan of attack. Make a list of all the things you need to do in order to 

accomplish your goals, and then go do those things! 

 

Goal setting doesn’t come naturally to everyone. If that’s the case for you, you may need an 

extra push in the right direction.  

 

“When it is obvious that the goals cannot be reached, don’t adjust the goals, adjust the action 

steps.” -- Confucius 

 

If you feel like you hit a roadblock, don’t change your goals —change the way you go about 

achieving them. You may have heard of SMART goals. We’re taught a lot about these goals, 

but we rarely put the training into action. When you do hit a roadblock, try revisiting the 

SMART goals and take a new approach toward reaching them.  

 

S = Specific 

We said it once, we said it twice… we’ll keep saying it. Write your goals down. Be 

specific about them so that you can refer back to them. Things might get tough, and 
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your motivation may fade, but a written note with your goals is a constant reminder of 

what you’re working toward.  

 

M = Meaningful 

Some people say the ‘M’ stands for measurable, but we’re going to tell you differently. 

Make your goals meaningful by ensuring there is a purpose behind them. Having a 

reason incentivizes you to work harder.  

 

A = Achievable 

It’s great to shoot for the stars, but only if you can feasibly get to said stars. Otherwise, 

you’ll waste a lot of time trying to get somewhere when it’s impossible. Your goals are 

building blocks that stack on top of one another, and eventually, they’ll stack up to a 

destination. Be patient throughout the process, and don’t set yourself up for failure by 

coming up with absurd goals that no one could reach within a given time period.  

 

R = Relevant 

We’re going to do a relevance check. Are your goals relevant to your life vision? Do they 

make sense? Do they align with your value system? Some people stray from their 

original purpose because they get so caught up in the grandiosity of their goals. Check 

yourself to make sure everything lines up, and you’re working toward something 

relevant to your big-picture mission.  

 

T = Time-based 

We mentioned setting deadlines, and that comes into play with SMART goals. You need 

to set up reasonable expectations for yourself. Similarly, you need to be working within 

a timeline to ensure you’re making good progress.  
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Plan 
 

Time management skills go hand-

in-hand with being an excellent 

planner. You have a vision, you’re 

setting goals, and then you have 

to plan out how you’re going to 

execute.  

 

Milestones 

Planning begins with creating 

milestones. Think about New 

Year’s Resolutions. Every year 

you come up with new goals for 

yourself, and after you achieve those goals, you cross the finish line into a new year. It’s a 

milestone! The same goes for planning out how you want to manage your time. If you’re 

writing a paper, make it a milestone every time you put 3,000 more words to the page. If 

you’re working toward a certain salary, define your milestone with increments of pay raises.  

 

Task Lists 

Next, you need to create a task list. In order to make it to those milestones, you’re going to 

need a set of actionable steps. Break down your goals into a step-by-step plan—and make it 

your own! Use your own language and design for your goal chart. Make sure you’re specific 

and that you outline task tracking that is easy to follow.  

 

Deadlines 

For each of these tasks, create a deadline. It helps to reverse engineer, meaning you start from 

the end (your long-run goal) and work back. This way, it’s easier to foresee what steps you’ll 

need to take.  

Take Action 

The final step of your planning period is to put in the work. Work toward your goals and don’t 

give up. You’ll have passing thoughts of doubt and skepticism but try to push those out of your 
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mind. Focus on what’s in front of you and remind yourself that you can and will accomplish 

your goals. You may have setbacks, but you’ll get there.  

 

Motivation Tip 

If you need extra motivation, try the 5 Second Rule. This was created by Mel Robbins, and it’s 

a simple rule that encourages you to persevere through all times. With the 5 Second Rule, you 

count back from 5, and when you reach 1, you think, “Go!” Then, you go do the work you need 

to get done.  

 
Create a Daily Routine 

Managing your time requires daily effort. At first, it’s hard to adjust to a new routine, but you 

can work up to it. Eventually, you’ll get into the groove of checking in on your goals daily, and 

it will feel like second nature.  

 

Review and Recalibrate 

Pick a time every day to go through your goals and prioritize what’s next on your to-do list. 

Lots of people like to pick the morning or night. In the morning, you’re full of energy and ready 

to take on the day. Going through your goals will motivate you to work hard and stay focused. 

At night, you’re reflecting on all that you accomplished during the day. You’re more relaxed, 

and your mind is clear, so you can recalibrate and sort out what needs to be done the 

following day. Perhaps you’d like to choose your own time. That’s okay, too! Whatever you 

prefer is fine, but make sure that you do set up a time to review your goals every day.  

 

Block it Out 

When you’re reviewing your goals and upcoming deadlines, keep a notepad and calendar 

nearby. Write down tasks to do and things you’d like to accomplish. Use the calendar to block 

out periods of time to work on certain tasks. These time blocks may change, or you may get 

interrupted, but it’s important to get it on the calendar. That way, you hold yourself 

accountable, and when things change, you can simply switch your time block over to a 

different day.  

 

Action Plan 
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You’ve committed to reviewing your goals every day. What’s next? The next part is actually 

doing. This means coming up with an action plan. Which tasks do you attack first? How long do 

you spend on each goal per day? The questions are endless, so it’s a good idea to have a 

method.  

 

Eat That Frog 

One tried-and-true method is the “Eat that frog” approach.  

 

“If it’s your job to eat a frog, it’s best to do it first thing in the morning. And if it’s your job to 

eat two frogs, it’s best to eat the BIGGEST one first.” — Mark Twain 

 

It’s a simple approach. Pinpoint whatever it is that you dread doing and get it done first thing 

in the morning. You have to get it done anyway, so why not get it out of the way? You’ll be 

more motivated to do the rest of your work because it will be work that you are more excited 

about.  

 

A side note about eating the frog: Learn how to say ‘yes’ to fewer ‘frogs.’ It’s great to be an all-

star coworker or friend, but if you continuously take on too much (especially when it’s stuff 

that you dread), you’ll be stuck with way too many ‘frogs’ to eat. And with that, you probably 

won’t want to eat any of them.  
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Prioritize 
 

You’re making lists, eating frogs, and 

setting deadlines. It sounds like you’re 

juggling a lot. That’s because you are! 

You’re busy because you have goals to 

accomplish, so there is a lot to do. 

Since there are only so many hours in 

the day and deadlines must be met, 

you’ll want to prioritize which things 

you do first.  

Let’s say you’re in a busy season. You 

have a lot on your plate, and you’re 

trying to keep everything balanced. 

You have two deadlines coming up: 

one in a week and the other in 3 

weeks. Which one do you work on 

first?  

 

You’d probably start on the assignment that is due in one week. It makes the most sense, 

right?  

 

Here’s the thing: When life gets busy, things aren’t as straightforward. You won’t only have 

two deadlines on your plate. Try 10! Maybe even 20.  You need to be able to prioritize how 

and when you’re going to get it all done so that you have an efficient workflow, and you meet 

all of your deadlines.  

 

Rank Your Tasks 

We’ve talked about creating lists. Lists are really important when you’re trying to stay on top 

of everything. We’ll take it a step further with prioritization. Take your list and rank everything 

in order of importance. You may want to factor in two things: Priority level (how important 

something is to you or your boss or company) and deadlines.  
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You’ll find a mixed bag. Some of your tasks are highly important but not due for another 5 

weeks. Some tasks are due in 2 weeks but not as important. Rank the top priorities—the ones 

that have short deadlines and are important. These are called your MITs, which means Most 

Important Tasks.  

 

Choose Your MIT’s 

You should have 3 MITs per day. These are the three most important tasks of the day that will 

get you closer to achieving your goals, both short-term and long-term. Look at your goals and 

keep the SMART method in the back of your mind. It may take time to pick out which ones are 

the most important, but you can do it.  

 

Then, think about the long term. Pick out which long-term goals (because you could have 

many) are the ones you want to focus on at this point in time. Perhaps today you focus on 3 

MITs related to one long-term goal, and tomorrow you pick 3 MITs for an entirely different 

long-term goal. Or maybe you’ll mix it up, with some MIT’s focused on a couple of different 

goals or projects. That’s perfectly fine as long as you pick them and stick to them!  

 

Complete Additional Tasks 

After deciding on your MITs and coming up with a plan of attack, order the rest of your tasks 

and responsibilities according to priority and urgency. You probably will focus on more than 

just your 3 MITs throughout your day, so if you have an idea of what you’ll focus on next, it will 

make the process much easier and more efficient.  
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Attack and Track 
 

You’ve made it through steps 1-5, 

congratulations! It’s a lot of work trying to get 

on track with your goals and time 

management, so you should be proud of 

yourself. If you’re thinking, “Now what?” the 

answer is pretty simple. Get out there and 

start accomplishing everything! It would feel 

like a huge waste if you worked so hard to set 

yourself up for success but didn’t take any 

actions toward actually accomplishing it.  

 

Now is the time for you to attack your goals. 

Use your deadlines, your timelines, and your 

action plans to guide you through the process. 

And if your focus gets off track, remind yourself of your “why,” your vision.  

 

Make Sure You Track 

While you’re out there attacking your goals, be sure to track them. You’ll be juggling a lot of 

responsibilities, so part of managing your time is tracking your progress so that you have a way 

of measuring what is working and what isn’t. Tracking doesn’t have to be a second job—keep 

it simple. Use a spreadsheet or a running document that contains your goals, how you’ll 

measure them, and when you’d like to have them accomplished. It helps to have another 

column where you can put a checkmark by your goal once you’ve accomplished it. Everyone 

likes the feeling of crossing off a to-do item, right? It’s so much better when you’re crossing it 

off because you accomplished a big goal! If you prefer to use technology whenever possible, 

find a goal-tracking app you like and use it instead of a spreadsheet or notebook. It isn’t 

important what your tracking system looks like as long as it works for you. 
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Conclusion 

 

In the time you spent reading this eBook, you sure learned a lot. Now that is what we call time 

well spent!  

 

All jokes aside, Father Time may not always seem to be on your side, but that’s okay. It’s a 

constant game you’ll be playing—learning how to properly manage your time and get the 

most out of what you’re given. But you’re not alone here.  

 

In some shape or form, everyone is trying to figure out their own time management system.  

 

You are your own boss, so make decisions for yourself that will allow you to enjoy your life to 

the fullest. Set up your plan, stay organized, and remember why you’re getting your life on 

track. Will you have setbacks? Sure. Will you revert back to your old ways? Sometimes. But 

throughout the process, you’ll learn and grow in unimaginable ways.  

 

 


