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In today's fast-paced business world, there are more demands on our time than ever before. If you are 

to stay afloat, get all your work done, and still have time for a personal life, it is imperative that you 

take an active role in managing your time. By adopting certain strategies, you can filter out the “noise” 

from your daily schedule and focus on the items of highest priority. Time management is a complex 

and multi-faceted issue that has countless possibilities for approach and implementation. In this eZine, 

we'll cover some of the more common methods used for saving time, some of which you are bound 

to find valuable and applicable to your own life. 

 

High-tech Time Management 

In today's world, there are steps you can take beyond the traditional methods of time management. 

Smartphones and other devices are designed to help you manage your time more efficiently and 

increase overall productivity. 

 

Several time management applications are available to tablet and smartphone users. These apps are 

treasured by those who like a little extra help in managing their time. Because users have near 

constant access to their calendar and email apps, they are often able to complete critical tasks from 

almost anywhere. This convenience offers more flexibility in where and when you can work.  

 

Be warned: This convenience comes with a price. Many users find that the constant connectivity can 

begin to encroach upon their personal lives. Also important, however, is the consistently upheld 

separation between personal and professional lives. An imbalance in either direction is likely to cause 

job dissatisfaction and anxiety, so it's critical that boundaries be established and respected. If you're 

going to make heavy use of your smartphone, you'll need to be assertive and selective about what 

time is “yours.” Establishing boundaries early on can help free you from the overwhelming compulsion 

to constantly be connected. In the end, making the device seem more like a luxury than a burden will 

ultimately reduce stress.  

 

To help you manage your time, you may need to defer calls that are not of critical priority. If the 

message sounds urgent, address it immediately. If not, prioritize it. Remember that some tact must be 

used in how blatant you are about screening your calls. If a caller knows for a fact you're at your 

phone, you might have little recourse but to answer.  A good way to alleviate this is to explain to 

people that when you are focused on something urgent, you let your calls go to voicemail. 

 

Time-Management the Old Fashioned Way 

Of course there are plenty of fundamental steps you can take to help manage your time that don't 

involve the use of modern tools and toys. Instead, they take the form of more abstract advice that can 

be incorporated into most any lifestyle with great success. Adopting all or even just a few of the 

following principles should greatly increase the amount of free time you have available and more 

importantly will make you more time efficient.  

 

 Plan your schedule according to your values. In other words, think of time literally as a section of 

your limited personal and corporate life, rather than just in the detached sense of hours and 

minutes. Putting things in perspective like this can often clear up issues of conflicting priority that 

can cause you to rethink just how essential certain daily tasks are. By actively considering what will 

provide the organization with the most return on the investment of your time, you can decide 

what you should focus your time on.   
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By deciding what kind of lifestyle you want to lead and then analyzing your schedule based on 

that knowledge, you can determine just how much of your time is really being devoted to 

supporting that lifestyle. 

 

 Record a few days of your life in minute detail, noting the amount of time that each activity takes, 

no matter how mundane. You'll probably realize upon reviewing this document that there are 

many areas where you're acting inefficiently and taking far too long to complete tasks. By 

analyzing these areas, you can begin to work on resolving them. 

 

 If problems that drain away free time keep popping up in your life, figure out the root cause of 

the issue. There must be a fundamental cause and once you identify it, you will be able to prevent 

it from happening in the first place. 

 

 Rank the activities in your schedule in accordance to priority, then always work on the highest 

priority items first. If you run out of time, you might just realize that those low priority items 

weren't necessary to begin with. At the very least you’ll realize that you can’t do it all, but you 

were able to schedule according to value and relevance. 

 

 Take time for yourself - at least half an hour a day. This should be a totally uninterrupted block of 

time during which you can focus on something of purely personal interest. Then return to your 

work with a fresh, renewed outlook. Taking time to breathe every now and then is useful for 

keeping your stress in perspective. It helps you realize that the world won't come crashing to a 

halt just because we ourselves did for a moment. 

 

Ignoring critical time management strategies like those previously outlined can have a variety of 

negative repercussions. It puts you at an extreme competitive disadvantage in the workplace. A 

disorganized schedule is likely to result in not having enough free time to do the things you enjoy. 

This sense of being overworked will eventually begin to erode your sense of confidence in your work. 

It may adversely affect your overall performance. Conversely, taking the time to adopt and implement 

simple time management strategies has definite advantages. Whether they're as simple as adopting a 

new style of schedule-writing or as complex as using a smartphone or tablet. Time management will 

certainly benefit your personal and professional life, resulting in less stress and more time to call your 

own. 

 

 


