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You fail to prioritise. What’s the most critical activity you must do for you to accomplish your
objective? If you’re not asking yourself this question regularly, you’re not getting the most bang
for your time and effort. It’s easy to stay very busy but fail to accomplish much. Ask yourself,
“What is the most important thing I need to accomplish?”. Then ask yourself, “What is the best
way for me to accomplish that?”

You waste time. This could be due to procrastination. It could be due to inefficient work habits.
Choose to avoid wasting time, period.

  You’re disorganised. When you’re not organised, everything takes longer than it should. You
spend time looking for a pair of clean socks, your car keys, searching for files on your computer,
and trying to pull off things at the last minute.

Disorganised people never seem to have enough time, and they’re frequently late with their
work.

Make an effort to organise your life and yourself. There are many resources dedicated to the
organisation. Use them.

Are you always wishing you had more time available to you? The truth is, you probably have plenty of
time. You’re just not focused, and you’re not using your time wisely.

Everyone receives 24 hours each day. There’s a reason why some people are accomplishing much
more than you are and are still able to be on time for all of their commitments.

These reasons could be why you never have enough time:
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You have too many distractions in your life. It could be low-quality social interactions, TV,
needlepoint, your baseball card collection, noisy kids, clutter, or your prize-winning rose bushes.
Having too many things in your life takes too much time.

Remove the things from your life that are unnecessary. Minimise the distractions you can’t
remove, like your noisy children!

You don’t start your day early enough. Most of us do little in the evening. That time is mostly
wasted, just lying around the house or staring at your phone. That’s why so many highly
successful people skip the evening hours by going to bed and waking up extra early. Your brain
tends to shut down by the late afternoon, whether you started your day at 9:00 AM or 5:00 AM.
Give yourself a few extra productive hours by getting up early and going to bed early.

You fail to track your time. Track how you spend your time each day. Switch tasks when
appropriate, so everything receives the time it requires. Keep a simple journal and make a record
each hour of how you spent the last 60 minutes.

You don’t have a plan for your day. Your day shouldn’t be random or determined on the fly. To
get the most out of your time, it’s necessary to have a plan for the day. Make a detailed plan for
your day before you go to bed. Spend your day executing that plan as well as you can.

You’re not focused. You’ve been told to “focus” or “concentrate” since you started kindergarten.
Too bad the education system never taught you how. If you sit down to work on something for
an hour, how many minutes is your attention genuinely focused on that task?

You probably have plenty of time to accomplish everything you need to do each day, but you just
need to focus at a higher level. Practice meditation. Practice focusing on whatever it is you’re
doing. Focus is built through practice.

Make the most of your time by prioritising, removing distractions, and learning how to focus. You
have all the time you need if you’re willing to make the necessary adjustments to yourself and your
life.

You have 24 hours each day. Ensure that you’re using them wisely!
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Organise your work around your energy levels. Your productivity levels are directly related to
your energy levels, so schedule your hardest tasks for when your energy levels are at their
highest. Any low-value tasks that require little energy, such as responding to emails, can be
scheduled for the times when your energy levels are lower.

Make a plan for the day. Before you go to bed, write a to-do list for the next day. When you plan
ahead, you’re mentally preparing yourself for any challenges you may face. This will also help to
limit procrastination at the start of the day and ensure that you work faster and more efficiently.

Start your day with the most important task. When you start the day off by completing your
most important task, you’ll give yourself a boost of momentum and a real sense of
accomplishment.

Prioritise tasks. When every task is a priority, nothing is. Urgent tasks should be the highest
priority, then look at any high-value tasks, while relegating low-priority tasks to the back of the
queue.

Learn to outsource. You don’t have to complete every task yourself. Especially those low-
priority tasks. Sometimes it’s better to outsource these tasks so that you can focus your
attention on the more pressing tasks.

There are only so many hours in the day. You can’t store it, nor can you borrow more for later.
 
Only you can decide what you spend your time on. Naturally, you’ll want to spend your time on
things that add value to your life. But with life being so busy in these modern times, what with jobs,
kids, and other activities, how can you have time for those things that matter the most to you?
 
Luckily, you can use time management techniques that are tailor-made for busy people. Discover
techniques that help simplify how you work, ensuring that you get tasks done more efficiently and
giving you more time for whatever you choose.

See how these techniques can free up your time:
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Automate repetitive tasks. Nowadays, there is technology available that can help automate
many of your tasks. There are tools to schedule your social media postings, create canned email
responses, and automatically fill in online forms at the touch of a button. Automating these tasks
could save you hours a week.

Cut out distractions. When you are distracted, it can take a while to get your focus back. This
can greatly limit your productivity.

Consider turning off the notifications on your phone.
Invest in a pair of headphones, as this makes others less likely to approach you when you have
them on.
Browsing social media is a big distraction and should really be avoided if you want to increase
productivity.

Realise that things don’t need to be perfect. It’s easy to get caught up in trying to make
everything perfect. However, perfectionism will slow you down and could result in deadlines
being missed.

Having the attitude of “that’ll do” will save valuable time. Your work will be adequate, and
you’ll finish in less time.

 

1.
2.

3.

 

 
To start, try each of these techniques. Once you find those that work best for your situation, use
them daily. Your productivity will increase, and you’ll save precious time in your busy life, giving you
the time to do what matters most to you.
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1. Use a Journal
 
Yes, you can write things down in your online calendar, but it turns out that if you use a hand-written
journal, you’re more likely to get your work done properly and on time.
 
Research shows that those who write things down are more likely to remember them than those
who type notes into their devices.
 
2. Work for a Shorter Period of Time
 
Many people struggle to commit to 3-4 hours of constant work. For this reason, it can be much more
effective to use a 1-hour work timer.
 
During this one hour, avoid leaving your workstation. Focus on your one task for just an hour.
 
Once that timer has expired, take a 5-minute break to refresh and regather yourself. Then repeat the
process.
 
You’ll be surprised how much more efficient you become!
 
3. Ask for Help
 
One of the biggest downfalls for most people is they lack the ability to ask for help. Sometimes you’re
not capable of completing a task properly, or it could be that another person could help expedite
your work.
 
Whenever you can use some help, be confident about asking for it.  In most cases, your superiors will
appreciate the fact that you value the quality of your work over your own pride.
 
4. Eat Nutritiously
 
Good food means better work. There’s no question that a balanced diet that emphasises whole
foods will help you to become quicker in critical thinking and to stay focused for longer.
 
If you’ve been struggling to stay focused at work or you’re unsure what steps you can take to move
up in your company, try changing over to a healthy diet.
 
You’ll feel better, enjoy more energy, and have a clearer mind.
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Put things away when you’re done with them. Rather than creating clutter which gets in your
way and is emotionally distracting, put things away when you’re done using them. Tell yourself
that a task isn’t complete until everything is picked up.

Do easy things during your least productive hours. Everyone has a time of day when their
physical or mental energy is low. Schedule easy tasks during these times. It can be a good time to
read emails, file papers, or tidy up.

Do your most challenging tasks during your most productive hours. Likewise, you have a
time of day when your focus and energy are high. Do your most challenging tasks during this
time.

Reduce the amount of time spent on low-value activities. You might be surprised by how
much time you spend watching TV, surfing the internet, or texting friends. Putting this time
to better use can easily add a few hours of productive time for most people.

Batch your activities. Answer all of your emails at once. Pay all of your bills twice a month.
Remember that it takes time to switch tasks and regain your focus.

Make use of waiting time. If you’re stuck in traffic, make your phone calls. If you’re waiting at
the doctor’s office, deal with your email. Are you waiting for your child to get dressed? Clean up
the kitchen.

Track your time. An average person has little idea of how they spend their time. Track how you
spend your time for a week. Every 30 minutes record how you spent the last half-hour. Divide
your activities into different categories and see how much time you spend on each.

Schedule your day. Make the most of each day by making a schedule and sticking to it.
Decide the most important tasks that need to be done and do those. You’ll waste less time
and add hours to your day.

Go to bed earlier. Most people don’t accomplish a lot in the evening. Shorten your evening
by going to bed earlier. Then, you can add hours to your morning by getting up earlier. There
are very few high-achievers that don’t get up early every day.

You can’t wave a magic wand and make the day longer. But there are things you can do to save time.
And there are things you can do to maximise what you accomplish with your time. In essence, you
can add hours to your day.
 
This will require a change in your habits, but many of these strategies are self-rewarding. Once you
see the benefits to be gained, you’ll be motivated to continue.
 
Follow these tips to add hours to your day and accomplish more:
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Get help. Ask for help at work. Give your spouse or children some tasks to do at home. Is your
mother constantly asking you if she can help? Give her something to do.

Hire someone to mow your grass.
Hire a cleaning service.
Buy your groceries online and have them delivered.
Pay someone to run your errands.

Eliminate distractions. Turn off your phone. Use white noise to drown out distracting sounds.
Close all of your computer windows and tabs other than what is needed. If you can get more
accomplished each hour, you’re adding hours to your day.

1.
2.
3.
4.

 
The length of a day is fixed. After sleeping, there are a finite number of hours left. You can’t make the
day longer, but you can get more out of each day. Get as much out of each day as you can. The more
effective you are at using your time, the more success and free time you’ll enjoy.
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He is also the founding Secretary of Pivot Summit- an international digital

conference. Aamir founded Enterprise Monkey- Web and App development

company in 2014 which has recently been awarded as the Australian

Smartest Innovation of the year.Aamir was appointed as General Manager of

ICT Geelong at the age of 25. To promote entrepreneurship in the region of

Geelong, Aamir had set the foundation of Entrepreneurs Geelong Network, a

group of around 200 entrepreneurs.Aamir pursued MBA in Information

Management from Deakin University where he also completed a research

project with Geelong Council and NBN on the Business Model of Geelong

Smart City Hub.

Ready to harness the clock? Establish a to-do list practice

that makes sense for you. Begin time blocking to ensure

you accomplish what you want to do. Work smarter with

smart meetings and a smart mindset. We don’t need to

wait until the next leap year (that’s 2024) to get some

extra time in our day. With effective strategies and a

purposeful mindset, each of us can find more time in

every day.

ARE YOU STILL THINKING HOWARE YOU STILL THINKING HOW
YOU CAN IMPROVE YOURYOU CAN IMPROVE YOUR

PRODUCTIVITY?PRODUCTIVITY?
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