Time management (/¢

Do you ever feel like there’s not enough time in the day to finish everything you set out to
do? If so, you're not alone. Today, more and more people are balancing work, family and
personal lives. To be successful, this challenge requires time management skills. These
tips may help you better manage your time so that you can get things done efficiently, with
time left over for yourself.

» Determine how you spend your day. You may not realize where your time goes.
Make a list of everything you do during the day. Include time spent talking on the
phone, opening mail, running errands, commuting and making dinner. This will help you
figure out how much time you give to important and not-so-important tasks.

» Prioritize your responsibilities. Create a to-do list and rank those tasks in order of
importance. If jobs seem too large, break them down into smaller ones and rank those.
Don't be discouraged if you can't complete your whole list. Even if you get just the
important jobs done, you've done a lot!

» Use down time effectively. If you think you'll be sitting in a doctor's waiting room
or on a bus for a while, bring something to do while you're waiting. This may be a good
time to pay bills or create your list of things to do. Or, if you enjoy reading, bring the
novel you haven't had a chance to finish.

» Take care of routine things first. Get everyday tasks out of the way. Then, you
can concentrate on more stressful or time-consuming responsibilities that lie ahead.

» Delegate work. If the task at hand is something that someone else can help you
complete, give it away! At home, ask your children to vacuum or do the dishes.
At work, split projects with co-workers, assistants or interns, if appropriate. Sharing
responsibilities can help you save time. In the future, when others are in a time
crunch, be sure to return the favor.
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» Relax and always plan time for yourself. Don't skimp on sleep. Getting enough
shut-eye can make you more alert and productive throughout the day. And, whether it's
taking that long-awaited bubble bath, shooting some hoops or spending alone time with
a loved one, always leave time in your day to do something you'll enjoy. It's important to
relax once in a while so that you can do your best in all the other areas of your life.

Managing your time can be challenging. But, with practice and determination, you can learn to
take control of your schedule. Then, you can make time for the things that matter most to you.
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