IT'S ABOUT TIME

(Management, That Is)

“Don’t say you don’t have enough time. You have exactly the same number of hours
per day that were given to Helen Keller, Pasteur, Michelangelo, Mother Teresa,
Leonardo da Vinci, Thomas Jefferson, and Albert Einstein.”

— H. Jackson Brown, Jr.

Time management is really life management. It is not about squeezing more activity into
every hour. It is about deciding what matters, protecting your attention, and using your time
with purpose. When you manage your time well, you are more productive, more organized, and
usually less stressed.

If your days feel rushed, reactive, or constantly interrupted, start with a few simple changes.

1. Identify Your “Time Bandits”

Time bandits are the small distractions that quietly consume large blocks of the day. Today, they
may include email, text messages, social media, news feeds, YouTube, online shopping,
unnecessary meetings, or repeatedly checking your phone. A five-minute break can easily
become 30 minutes.

2. Create Routines That Reduce Decisions

Routines make productive behavior easier. Establish a consistent way to begin your day, process
email, return calls, handle paperwork, and plan tomorrow. Unexpected problems will still
happen, but a basic structure helps you return to productive work instead of allowing the entire
day to get away from you.

3. Put Boundaries Around Email and Messages

Constantly checking email and messages can fragment your attention. Unless your job requires
immediate responses, consider checking communication at planned times instead of reacting to
every notification. Turn off nonessential alerts and give yourself uninterrupted blocks for work
that requires concentration.

4. Decide What Matters Most

Along to-do list can create the illusion that everything is equally important. It is not. Identify the
one to three items that would make the biggest difference if completed today. Work on
important tasks before lower-value activity fills your schedule.



5. Use Time Blocks for Focused Work

Reserve specific blocks of time for your most important work. During those blocks, close
unnecessary browser tabs, silence notifications, and avoid multitasking. Focused attention
usually produces better work in less time than constant task-switching.

6. Set Realistic Time Limits

Many tasks expand to fill the time we give them. Give routine work a reasonable stopping point.
A simple limit can prevent email, research, meetings, or administrative work from taking over
the entire day.

7. Protect Your Calendar From Other People’s Priorities

Not every request deserves an immediate yes. Before accepting a meeting, task, or commitment,
ask whether it truly requires your time and whether you are the right person to handle it. Saying
“not now” or “no” to lower-priority work creates room for what matters most.

8. Leave Margin in Your Day

Do not schedule every minute. Build in room for interruptions, delays, thinking, and recovery. A
calendar with no breathing room turns one unexpected problem into a day-long crisis.

A Simple Daily Reset

* Choose your top three priorities before the day gets busy.

* Schedule at least one uninterrupted focus block.

* Check email and messages intentionally rather than continuously.
* Notice which distractions stole the most time.

¢ At the end of the day, decide what needs your attention tomorrow.

The goal is not to become busy every minute. The goal is to spend more of your time on the
people, work, and priorities that matter most. Small changes in how you manage your attention
can make a surprisingly large difference in productivity and stress.

Small changes. Better focus. More control of your day.

Adapted and updated from an article by Rita Schiano.



