Improve Time Management
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Increase your productivity

What is the best use of my time?

Create a to-do list. Prioritise the most
important tasks. Consider delegation
of tasks which can be carried out by
others. Make the best use of your time
to bring the best results.

Analyse your time

What time do you realistically have
available? Break it down into manageable
time slots and appropriate allocate tasks to
it. Keep a note to hand to review the results.
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Organise your space Reduce Interruptions =
Keep your work space clean Make people aware when you are =
and tidy. Have a system for unavailable. Have a Do Not Disturb on 1
filing and deal with paperwork your phone or a note on your door. Turn =
as soon as it is received. off email notifications and only check at
the end of the allocated time slot. v

Stress Management

Use stress management techniques to
best prepare you for the day. Take some
time out to gather focus. A stress free
mind is much productive.
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Stand Safe
Work Comfortably




