Managing Your
Time and Priorities:

Strategies for Maximising
Productivity and Focus

Time is a precious and finite resource,
and how we choose to use it can make

all the difference in achieving our goals.

Effective time management involves
more than just getting things done. It
requires self-awareness, discipline, and
an understanding of how best to
balance different demands that are
fighting for our attention.

Today's Priorities
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Let’s look at some practical
strategies for maximising
productivity and focus.

« Set priorities — Identify the most important tasks
and projects and focus your time and energy on
them first. Create a to-do list, break down larger
tasks into smaller, more manageable ones, and
set realistic goals

» Use task management tools — Platforms like
Monday.com or Microsoft Planner can make it a
lot easier to manage tasks and keep things
organised — which can boost productivity and
focus

 Delegate tasks — Identify tasks that can be
completed by others and assign them to the
appropriate people. This frees up your time and
allows you to focus on more important tasks and
projects

* Manage distractions — Minimise distractions by
turning off notifications on your phone, setting
specific times to check emails or social media,
and select a quiet, distraction-free work
environment

* Create a schedule - Set aside specific times for
tasks and projects and stick to the schedule. Be
realistic about task duration and include breaks
and other activities in your plan

» Overcome time management challenges —
Tackle common challenges like procrastination

and perfectionism. Break tasks into smaller steps,

set deadlines, and accept that perfection is
not always attainable

Practical activity:

Take some time to reflect on how you currently
manage your time and priorities. Identify areas for
improvement and create an action plan to
implement the strategies that have been identified
here. Begin by making a list of your priorities

from most important to the least important,

and then next to each priority write

down a) the main distractions that
may be preventing you from
seeing to it; and b) how you plan
to overcome the distractions and
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improve your focus (e.g.,
delegating certain tasks or
parts of a task). A

Additional Reading

If you're interested in learning more about effective
time management, we recommend the following
resources for further reading:

Getting Things Done
the art of stress-free

productivity
"Getting Things Done: The Art of o the Nw York s el atir
Stress-Free Productivity” David Allen “
by David Allen @ ﬁ.
EAT THAT

FROG!

21 GREAT WAYS
STOP PROCRASTINATING
ID GET MORE DONE INLESS TIME

"Eat That Frog!: 21 Great Ways to
Stop Procrastinating and Get More

Done in Less Time”

by Brian Tracey

"The Pomodoro Technique: The POMODORO
Acclaimed Time-Management System TECHNIQUE
That Has Transformed How We Work” s o
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