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ime management is a topic that can evoke a lot of emotion. Thinking about where 

the hours have gone and what you’ve yet to accomplish may bring about a sense 

of panic and stress, or overwhelm and indifference. Either way, you end up feeling 

exhausted and frustrated.

A key to happiness is to find a system that allows you to take steps toward the goals that mean the 

most to you, incorporate time for rejuvenation and creative stimulation, and still take care of neces-

sary everyday tasks. 

Prioritizing: Urgent vs. Important
Are you the kind of person who writes a mile-long to-do list and burns through it, checking off 

many tasks but left feeling exhausted and still not getting any closer to your big picture goals? Or 

do you forgo trying to organize your life in any way and take each task as it arises only to end up 

feeling directionless and lethargic?

It’s important to prioritize tasks that help you achieve your life goals versus those that may be time 

sensitive but not necessary to accomplish your dreams. For example, if you want to be a pub-

lished health writer, you’d want to prioritize working on your first chapter that’s due in a month over 

checking email or responding to social media comments. The latter may seem more pressing at 

There is nothing so useless as doing efficiently 
that which should not be done at all.

-Peter F. Drucker

“ "

Helpful hint: If you find a task that stays on your list day after day without getting checked 

off, it may be too big of a task. Breaking it down into smaller steps can help you make 

progress toward achieving your goal. 
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Where’s Your Focus?
Having clear goals is crucial in setting yourself up 

for success. Once you know exactly where you’re going, 

and how you want to get there, you can better organize 

your to-do list around your heart’s desires. Start here by for-

mulating an action-based sentence for your top three goals. 

Use the following format:

My goal is to (state your action + give specifics + choose a measurement + end result) 

Example: 

My goal is to drink a kale, lemon and ginger smoothie once a day to feel energized and support my 

immune system so I can be at my best for my family and my clients. 

Goal #1
My goal is to ___________________________________________________________________________.

Goal #2
My goal is to ___________________________________________________________________________.

Goal #3
My goal is to ___________________________________________________________________________.
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How Well Are You 
Managing Your Time?
Place a YES or NO in each box in the chart below. 

Are you spending time using practices that aren’t effec-

tive for you? What new practices can you incorporate?

I use a daily to-do list.

I schedule my tasks in a calendar. 

I prioritize my tasks and work on impor-
tant ones before easy ones.

I schedule my most important work for 
the time of day I feel most energized.

I delegate tasks that don’t require my 
personal attention.

I say “no” when I don’t have time to take 
on extra tasks.

I dedicate set times for email, social 
media, and phone calls.

(You do this on a regular basis.) (You regularly use this practice and it 
helps you accomplish tasks.)

Time managemenT PracTice ParT of your rouTine? is This effecTive?
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Let’s Get Doing…
Ready to get off the treadmill and start clocking 

some miles? Use the following questions and 

checklist to determine how you can streamline 

your life and strive for balance. 

Goal Check-In
Are you scheduling tasks each day to help you 

achieve your goals? If not, what’s stopping you? 

Do you need to learn to say no to others? 

Start delegating more? Get clearer on your 

goals or the steps it will take to achieve them?

List actions you could take to move forward:

      

      

      

      

      

      

List limiting thoughts or behaviors:
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Efficiency Booster Checklist
Use this checklist while planning your schedule and writing your to-do list. Then revisit throughout 

the day to keep yourself on track.

The key is not to prioritize what’s on your 
schedule, but to schedule your priorities.

-Stephen Covey

“ "

Helpful hint: Be good to yourself. Honor your big dreams, but don’t think they have to 

happen overnight! Give yourself a reasonable timeline and plan for interruptions and emer-

gencies. If you get off track one day, just start again the next day. 

Set realistic goals – don’t set yourself up for failure

Prioritize important work over easy work

Determine what you can delegate

Do high priority work at your most energizing time of day

Save routine or boring work for low-energy periods 

Separate big tasks into smaller, more manageable tasks

Batch tasks: allot times for checking email, writing, planning, following up, etc.

Reward yourself by enjoying activities and people you love

Schedule self-care and relaxation (and stick to it!)

Take breaks to go for a walk or stretch when you’re feeling stuck or drained
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How to Organize Your To-Do List
It feels good to check off tasks on your to-do list. But are they getting you closer to your dreams? 

It is possible to take steps toward your big life and career goals while balancing day-to-day respon-

sibilities. Try the following steps for writing a to-do list for tomorrow.

Helpful hint: Always write your to-do lists at the end of the day, not in the morning. 

This ritual will help you get clear on what happened during the day and feel prepared for 

the next day. You’ll sleep easier because everything you need to remember is written down 

and organized. And you won’t waste any time in the morning working toward your goals!

1) List your top priorities for the next day in order of importance 

2) Determine how much time needs to be spent on each task

3) Delegate what doesn’t need your personal attention

4) Rewrite your list putting the most important tasks first

5) Take a breath, focus on your goals, and get to work!
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