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WELCOME!
Being an entrepreneur entails many professional and personal traits.

It takes a lot to be able to launch, execute, grow, and scale a

business. Surely you can also appreciate that the path to successful

living is filled with many lessons. Lessons that you must learn to be

successful and one of those things is time management.

How you manage your time matters a lot, because it is the key to

increased productivity and success. Time management will help you

to keep track of your progress through time and help you plan and

manage your activities.

If you do not have good time management strategies, you will have a

difficult time accomplishing goals and meeting deadlines and this

will affect your overall productivity and success. With good and

proper time management, you can plan your work, accomplish your

goals, be successful, and still have time for your personal life.

Here are four time management tactics that busy entrepreneurs can

employ to get more done.

Enjoy...
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Yes, simply break down activities into simple problems. It requires

more energy to utilizing your consciousness, but this is something

that can be avoided if you can simplify your problems. Improving

your time management skills will require you to establish a process

and then break it down into smaller, automatic operations that you

can grasp quickly and that don't require intensive consumption of

your resources. 

Successful entrepreneurs take the time to break complex tasks

down into smaller pieces to make the process easier to

comprehend and follow. Here is one way to break tasks down.

“Breaking tasks down helps us to see large

tasks as more approachable and doable, and

reduces our propensity to procrastinate or defer

tasks, because we simply don’t know where to

begin,” explains Melissa Gratias, Ph.D., a

workplace productivity coach and speaker.

Look at the big picture. Make sure you understand what the end

product is supposed to look like. 

Examine the parts of the task. Figure out step-by-step what you

need to do because it’s not going to happen through magic. 

Think about the logical order of completing the pieces. What

should you do first, second, third, etc.?

Create a timeline for completing your tasks. Having a deadline will

make you more focused for each task.

Have a plan to help you stay on track. Put the time you will spend

on the project into your schedule so that you can set aside the time

for it. Stick with this plan. A plan is only good if you see it through.

DIVIDE & CONQUER
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Priorities differ from business to business and are generally shaped

around deadlines, the importance of execution, ROI, and reach.

Learning how to prioritize both your long-term activities and the

short terms goals that are necessary for you to realize incremental

results is critical and requires you to plan your tasks carefully.

The quickest way to become demotivated is by failing to complete a

complicated and broad task over the course of the day and will

prevent you from realizing progress with your weekly planning. The

best way to break the ice is by starting your day working on a trivial

task that will give you a head start. Starting your day with a simple

task will put your productivity in motion and allow you to focus on

more complex projects later on.

Many successful persons believe that if we do a few small er

tasks first thing in the morning, our brain releases a rush of

dopamine as a reward which cre ates a feed back loop that makes

us more motivated to con tin ue with the more demanding tasks. I

would say it is well worth a try, if you have not tried it already.

CREATE  A PRIORITIZATION SYSTEM
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Daily planner

KICK-START YOUR DAY WITH A FEW QUICK TASKS

time activity

top tasks

date today

meals

health &  fitness

notes
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"You don't have"You don't have

to be great toto be great to

start but youstart but you

have to have to startstart

to be great."to be great."

ZIG ZIGLAR



Planning is a repetitive task that can drag you away from your day-

to-day activities. Creating a long-term plan can allow you to better

focus on your goals and help you decide whether new tasks that

come up are in line with your goals. 

When you can define the well-known duties that are crucial to your

success, you can determine the expected outcomes and measure

them every month. Preparing a long-term roadmap will also provide

you a clearer picture of your weekly availability.

No matter how efficient your strategy for managing your time is,

there is always room for improvement. With these four, time

management tactics, you can start to improve your productivity and

accomplish more throughout your day.

CREATE A LONG-TERM ROADMAP
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TOP RECOMMENDED GUIDE

How To Increase Your Productivity While Working Less and
Build Better Habits To Achieve Your Goals

EVERYTHING YOU NEED TO PLAN, TRACK, AND
PUT AN END TO PROCRASTINATION! FIND OUT
THE EXACT STEPS AND TECHNIQUES!

PRODUCTIVITY FOR PROCRASTINATORS

>> Click Here To Get Your Copy <<
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