abilitysmart

STRATEGIES TO HELP
WITH TIME MANAGEMENT

Prioritisation (Eisenhower

Setting SMART Goals
Matrix)

o Specific, Measurable, Achievable, Relevant,

e Urgent & Important - Do these tasks Time-bound.
immediately. e Break large tasks into smaller, actionable
e Important but Not Urgent - Schedule these for steps.
later.
. Urge.rt\)tI but Not Important - Delegate if Limiting Distractions
possible.

¢ Neither Urgent nor Important - Eliminate or
minimise these.

e Turn off notifications or use "Do Not Disturb"
mode.

e Set boundaries for meetings and social
interruptions.

> The Pomodoro Technique

istractions during blocked time.

The 80/20 Rule (Pareto
Principle)

¢ 80% of results come from 20% of efforts.
¢ Focuson tasks that yield the most impact.

Batching Similar Tasks

e Group similar tasks together to avoid constant
context switching.

» Example: Respond to emails at set times
instead of throughout the day.




