
5 Time Management Tips5 Time Management Tips

1. Eat That Frog!1. Eat That Frog!

2. Stop Multi-tasking!2. Stop Multi-tasking!

February was Time management month, so we took the opportunity to share some of our 
favourite time management tips! You can find all these tips right here in this digital download, 
thanks for downloading!

Whatever your most unpleasant task is this month, stop 
dreading it and start doing it. Eat that frog! This is a simple 
but effective strategy to help you cross something off your 
list that you’ll be glad to see the back of. 

This will help you stay more productive going forward,
clear your mind from the task you’ve kept putting off!

STOP multi-tasking! It’s a really bad habit. We often think 
that working on lots of things at once (keeping all the 
plates spinning) is the only way to get everything done, 
but multi-tasking rarely equals higher productivity. It is 
tempting to be quietly answering an email during a Teams 
call or using sign language to help a colleague whilst on the 
phone to a customer, unfortunately, at this point your focus 
is only half on two things and neither is getting your best 
work. If you don’t think you’re a multi-tasker, just check 
how many documents, tabs and systems you have open 
right now. If they’re not all directly related to ONE distinct

task, you’re guilty! Close them down, do one task, then open what you need for the next task. 
Try it today and you’ll really see a boost in your productivity!
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3. Scheduling!3. Scheduling!

2. Stop Multi-tasking!2. Stop Multi-tasking!

Scheduling is a straightforward concept - allocate an 
amount of time for each task and then allocate an appro-
priate time slot to complete each task, meeting or com-
mitment. It is the most essential element of a time man-
agement programme to get your to do lists done and your 
deadlines met. 

An element that we often find is missing from clients’ 
scheduling routines is a rigorous and honest review of what 
ACTUALLY happened, compared to the plan. Don’t miss 
the opportunity to learn from this week’s schedule to make

next week’s even better. Here are some things to look out for in your review:

• Did tasks take more time or less time than you had allocated?

• Had you allocated prep or travel time appropriately?

• What appeared unexpectedly in your schedule?

• Were there deadlines that you missed this week - when did it become clear that they would 
be missed? Did you communicate that? 

Scheduling is an important tool in the time management kit - take time to do it carefully and 
take time to review and learn!
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4. Mute those notifications!4. Mute those notifications!

5. Effective delegation5. Effective delegation

Here’s a tip that could really change things for you. Turn off 
your email notifications. All of them. Every pop-up, banner, 
blinking light or vibration.

Take back control if when you check your inbox - even if 
you want to check it every 2 minutes, that’s OK. But make 
it your choice. When the notifications are going off every 
30 seconds they will stop you focusing on the task at hand. 
We end up pausing mid sentence to see if the message is 
urgent/interesting and that means we make mistakes, lose 
our train of thought and get less done.

Delegating tasks to others is a great way to spread the 
workload among a team, but sometimes it feels like it will 
be more time and effort to explain the task and then check 
it has been done correctly, so we just keep it on our own 
“To Do” list.

One way to help manage delegation is to run a separate 
“To Do” list of all your delegated tasks. When you have 
asked someone for a piece of information or to complete 
a task for you, move it from your main “To Do” list to your 
“Delegated” list. Note the task, who it has gone to and 

Take back control and see where it gets you on that To Do list!

when it is due back. Order the list by due date and then you can forget about those tasks and 
just monitor the due dates once a week. Try not to delegate the urgent, last minute things - 
that just creates pressure for everyone - but rather the background work, the research, the 
regular tasks that allow colleagues to schedule appropriately and have a few days or even 
weeks to complete and get the information back to you. And always remember - delegate 
tasks to people who will learn from them or enjoy them, that way they’ll be as glad to get 
them as you are to get them off your own “To Do” list!


