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Welcome

If you've downloaded this eBook then like
most business owners you'd like to find more
time in your day.
We hear you! There never seems to be enough
hours available to deal with the many demands
of running a business.
The following tips are practical, useful ways
you can get the most out of your day. I use each
and every one of them, they save me a great deal
of the otherwise lost time.
Enjoy,

Alison
For more business tips & a great
community, click on the image
to join our Facebook group
www.pushbusinesstraining.com
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But First...
A Mindset Shift
Time management is closely associated with setting
and achieving goals. To do this well, you need to be
clear on them. What is your big picture? Your vision,
the purpose for your business? Knowing this plays an
important role in how well we manage our time.
Being in a place where you are mindfully aware of
what it is you are working on, and towards, can also
make a huge difference..
Being present in the moment and having clarity about
how you are spending your precious time, makes it so
much easier to implement the following tips so you
are getting the most out of your day.
With that in mind, let's dig in!
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1. Awareness
What we don't acknowledge, we can't change.
The first tip is to be aware of your time
and how you are spending it.
Time is valuable, when you are mindful of
just how valuable your time is you will be
less inclined to waste it. This awareness will
give you an added sense of accountability.
Until this awareness comes naturally, it is a
good idea to record your daily activities,
even in 15 minute increments.
You may be surprised to see where
and how your time is spent.

Nothing in business is so
valuable as time
John H Patterson
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2. Clutter
Remove the Clutter
Having an organised environment will increase
productivity before you even begin to implement any of
the other tips to improve your time management.
Begin with your workspace. Having a clear desk and
organised filing system can save you all the time you
spend shuffling papers and moving things around
looking for what it is you need.
A bonus that comes with being organised is a reduction
in stress levels that comes from working in a tidy and
organised environment.

"The bad news is time flies.
The good news is you're the pilot."
Michael Altschuler
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3. Goals
Set Clear Goals
What does your big picture look like? Where do you
want to be in five years? Three years? One year?
Being able to visualise what success looks
like to you will give you the purpose, direction and
focus to manage your time each day.
Setting goals, both short term and long term,
makes it so much easier to stay on task.
Constant awareness of your goals will reinforce
the motivation you need to get there.

“People often complain about
lack of time when the lack of
direction is the real problem.”
Zig Ziglar
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4. Lists
List keeping is a vital key to managing your time well.
You can write your list by hand or use one
of many online tools available.
Starting your day with a few minutes set aside
to quietly prepare your list makes it so much
easier to plan the rest of your day.
Follow the list and mark items off as you go,
it’s very satisfying.
Review your list at the end of the day to see how you
went. Anything left over from your day’s list goes
on the to-do list for the new day.
"Until we can manage time,
we can manage nothing else."
Peter Drucker
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5. Prioritise
Look at the items on your list and mark
them in order of priority.
Complete the most important tasks first.
Number the items and make a commitment to complete
a certain number of them each day starting with the
most important.
Review your list and check deadlines for
when items need to be completed.

The key is not to prioritize
what's on your schedule, but
to schedule your priorities
Stephen Covey
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6. Estimate
Getting to know how long different tasks take us is
a great technique for long term time management.
Assign an amount of time that you plan to spend
on each set task. This will make planning your
day so much clearer. For smaller items you can
allocate time to complete a number of them.
Review your time estimations and objectively decide if you
can improve on the time you are spending on each item.
It is interesting to compare our estimate with the actual
amount of time a task takes. Great for delagation too!

"The way we spend our
time, defines who we are."
Jonathan Estrin
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7. Sequence
Where items are in a similar
location or of a similar subject,
sequence them so that you can deal
with them at the same time or consecutively.
You can save a decent amount of the
time you would spend going back and
forth and covering old ground.
Working on items of a similar nature will
also keep you in the groove and save you the time
spent reviewing and getting reacquainted with
a subject when you go back to it later.
What separates the best from
the rest is how they manage the
gift of their time”
Robin Sharma
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8. Breathe
It is important to give yourself a regular
spot of breathing space so you can keep on track
without feeling exhausted or overwhelmed.
Don’t pack your items too closely together.
Allow 15 minutes in between tasks to regroup
and refocus before the next task.
There’s always the bonus of having a clean list by the
end of the day when the breathing space adds up and
gives you an extra chunk of time to work on items on
your list or to prepare for tomorrow.

“There is virtue in work
and there is virtue in rest.
Use both and overlook neither.”
Alan Cohen
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9. Be Early
Always arrive at least fifteen minutes early
for your appointments. Arriving two minutes before
a commitment leaves you no room to move.
Delays can happen, for a number of reasons,
and they not only elevate your stress levels
but they can leave a negative impression
with the person you're meeting.
In addition to reducing your stress levels,
being early will give you some time to review your
meeting notes, check and answer your emails,
or even grab a quick bite to eat.
“Being on time to appointments and
meetings is a phase of self-discipline
and evidence of self-respect.
Marvin J. Ashton
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10. Focus

Multi-tasking is not all that it’s cracked up to be. In
fact, according to neuroscience, it's just not possible.
We can't do multiple tasks at once, what we do is
continually switch from task to task with time lost as
we try to reaquaint ourselves with the original task.
To manage your time effectively and deal with the
items on your list, particularly those that are high
priority, you need to focus and get the job done.
Choose one item on your list at a time and focus until
you can remove it from your list.
By working directly on one item at a time you will
increase your productivity.
Multitasking divides your attention
and leads to confusion and
weakened focus
Deepak Chopra
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11. Distractions
Email, Social Media, Blogs, Online shopping.... We all
have our time wasters of choice.
Whatever distractions manage to grab your attention,
acknowledge them, but don’t let them interfere with
owning the day and chasing your goals.
If necessary, do what you have to do to remove
yourself from the temptation; close the email &
internet sites until breathing space time.
A short stint away from the computer or a closed
office door can work wonders.

"Creation is in part merely the business of
forgoing the great and small distractions.”

E.B. White
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12. Watch
Wear one!
It sounds simple, doesn’t it? An awareness of time
helps us to use it more effectively and to stay on
track.
Many people don’t like to wear a watch. They are
often the people you will hear say, “I don’t know
where the time went!”.
Wearing a watch, particularly during business
hours, will make it so much easier for you to keep
track of time.
"Ordinary people think of merely
spending time.
Great people think of using it. "
Arthur Schopenhauer
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13. Select
Be selective with your time
Now that you are aware of how valuable your time is,
it will be easier to decline requests that you know
will eat into your time. Start saying no to
interruptions and extra work, especially when they
will impede your progress.
Keep your big picture and goals in mind before you
agree to take on additional tasks, politely decline
when you know it is not a priority for you.
Being proactive in what you take on will prevent the
overload and the stress that can lead to burnout and
overwhelm.
"No matter how little time is stolen by
interruption, we lose even more time
reconnecting to our work"
Kevin Ashton
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14. Monitor
Monitor how much time each tasks takes.
Check the time you spend doing something and
compare it to the time allocated for that task.
If you are seriously going over the allocated time then
you need to review your estimations or look for time
wasters that have created the blowout.
Although it may take time initially, particularly if you
are writing everything down, this task will soon
become a habit and you will become more accurate
when estimating the time required for tasks.

"Time is more valuable than money.
You can get more money, but you
cannot get more time."
Jim Rohn
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15. Document

Time management is so much easier when you have
your commitments recorded effectively. Keeping a
written account of important items saves us the time
that can be wasted running to appointments or
scrambling to complete forgotten tasks at the last
minute
For appointments, Gmail calendar can be useful. You
can slot items in for weeks, even months, ahead with
different notifications to keep you on track..
Writing everything down and putting things into a
calendar soon becomes second nature and you will
save lots of time by developing great habits

'It's not what we do once in a while
that shapes our lives. It's what we do
consistently.'
Anthony Robbins —
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16. Method
Be consistent. Don't switch from one method for
managing your time to another.
There are so many useful tools and techniques
available to help us with our time management.
Computer programs, diaries, journals, phone apps
etc.
It doesn’t matter which tool or technique you
choose, just be sure to stick with it.
It is more difficult to stay on track when you are
switching between devices or your information and
lists are not close at hand.

“Time management is the key. Although it
seems hectic, as long as you manage your time
properly you can get everything done.”
John Cena
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17. Update
Keeping your list updated is a vital ingredient in
managing time. There is no point having a to-do list
if it is outdated. Review and update regularly.
Many people like to keep a pen and notebook on
hand to jot down any important items that come up
and need to be added to the list. Others use apps
like iPhone 'Notes' or one of the many project
management programs like Asana or Trello.
A good habit to get into is to always update your list
at the end of the day so the next morning you are
starting out fresh.
"Time doesn't expand limitlessly.
When I say yes to one thing,
I must say no to something else"

Crystal Paine
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18. Reminders
Set up reminders for your priority items.
Most online calendars and mobile phones will allow
you to set reminders for appointments.
You can also use this function for the tasks on your to
do list.
You can set gmail calendar to send you a notification
a day before, and then an hour before a deadline. It's
a great way to stay on track and always be prepared
for a meeting or job completion

"Life teaches us to make good use of
our Time whilst time teaches us the
Value of life. ”
Author Unknown
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19. Not Perfect
Is Okay!
Too often we worry about something not being perfect
enough to sign off on it. This is common to many
business owners, and it accounts for a lot of lost time.
Those 'final touches' often make little to no difference
to the final product, but they can have a significant
impact on your level of productivity.
Do what you can, if something is 80% done, then pass it
along to someone else to proof read or check. Don’t get
caught up in the minor details, they can seriously chew
up your time.
Imperfect action is better than
perfect inaction.”
Harry S. Truman
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20. Delegate
It’s not possible for you to do everything.
Look back at your priority list, items of lower priority
can be passed on to others.
Remember the 80/20 rule. If someone else can do it
80% as well as you can, let them do it.
Set yourself a goal to take at least 20% of the items
on your list and give them to others.
Delegation not only frees up your time, it also gives
others the opportunity to grow their skill set.

If something can be done 80% as well
by someone else, delegate!
John C. Maxwell
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21. Meetings
Call a Halt to Meetings once the items on the agenda
have been addressed.
Keep the meeting on track and don’t let things run
over time. If you confirm the time you have available
for the meeting before it begins you will set a clear
expectation with others too.
When meetings are going past the allocated time or
people are making small talk, politely interrupt them
and let them know that you need to move on.
Practice this technique, it gets easier in time.
"A meeting is an event at which the minutes
are kept and the hours are lost"
Joseph Stilwell
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22. Chunking
There are times that our to-do list can be so large
that it seems overwhelming.
A technique known as 'Chunking down', where we
break a large task into much smaller steps, can
be very helpful.
Breaking down your to do list into smaller chunks
will not only motivate you to do tasks that are
easily achieved, it will also help you to avoid the
stress, procrastination, and overwhelm that can
block your road to success.
We can also 'Chunk up' where we put a number of
items together into one task.
“The journey of a thousand miles
begins with one step.”
Lao-Tzu
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About Push!
Push! Business Training & Mentoring is the training
arm of Vidotto Group. We work with sole operators,
business owners and their teams to assist them with
the fundamental skills required to build a rock solid
foundation for their business.
Alison Vidotto is the CEO of Vidotto Group & Push!,
Founder/Director of the Australian Charity for the
Children of Vietnam (ACCV), Wife, Mother of six and
published author.
Alison set up her first small business in 1992 and
found many of the same challenges business owners
experience today. Having worked through the 1992
recession, Global Financial Crisis and Brisbane's 2011
floods, Alison has developed a real world
understanding of potential hardships businesses face
and the need for strategic planning to survive and
grow through tough times.
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