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Do You Have 
a Minute? 
Tips for making time 
(management) your friend 

Time After Time
Time. Styx has too much of it on their hands.  
Cher wants to turn it back. Jim Croce wants to  
save it in a bottle.  

Sometimes it’s consistent, like clockwork.  
Other times, it’s contrary, either dragging or  
flying. The time is now, but it has also passed.   

Clearly, time is mysterious and complicated.  
To paraphrase the band Chicago, we may not 
know what time (it) is, but we do know that time  
is precious and finite. We also tend to agree  
that it’s out of our control.

Or is it?

Doing the Time Warp 
Have you ever wondered how some people 
manage to stay on top of everything? You know, 
the ones who always finish projects on schedule 
and respond to their emails. (And their socks 
always match, and their hair is always brushed…)   

Their secret isn’t that they own a time turner or 
don’t ever sleep. They haven’t learned to clone 
themselves. They’ve just mastered the art of  
time management.

So, while it’s true that no one can change how 
many hours there are in a day or how fast they 
go by, there are things that we can all do to make 
more out of the time we have.  

Taking Time to Make Time 
Effective time management isn’t about trying to 
pack as many things as you can into your day.  
It’s about thoughtfully approaching what you  
want to accomplish, mindfully structuring your  
day, and focusing your energy with clearer intent.   
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Here are some guidelines for making more 
efficient and effective use of your time. 

Start with a macro routine. This means 
making a larger blueprint for the whole day 
by structuring blocks of time for specific 
activities to make a structured routine.

Do the hard stuff when you’re most 
energized. Most of us are freshest in  
the morning and again in the afternoon, 
but you know yourself best. Block time  
in your schedule for heavier creative  
and problem-solving work when your 
energy and brain power are highest.  

Batch your work tasks. Different types of  
work require different parts of your brain 
to execute effectively. Bundle similar tasks  
together and set blocks in your macro 
routine to focus exclusively on each bundle.  
This allows you to get more done without 
switching brain-gears in between. And, 
as a bonus, bundled focus discourages 
you from multi-tasking, which is a proven 
efficiency killer.

Set email hours and stick to them. Did 
you know that answering emails can 
trigger a dopamine response? That little 
jolt of happiness hormone, coupled with 
a false sense of accomplishment from 
hitting send, can essentially addict you to 
emailing. Avoid this trap by setting one 
or two 30-minute windows for emailing 
each day after you’ve completed your 
heavy brain work. Remember email is  
a tool to facilitate work, not actual work, 
so it is rarely the best use of your time.  

Include planning time twice a day. In the 
morning, take time to review and update 
your to-do list to confirm and adjust your 
priorities into your macro plan before 
diving in. At the end of each workday, 
review what you’ve accomplished and 

work any remaining tasks into your 
macro plan for the next day.

Schedule and expect breaks. Include time 
in your daily macro routine for movement 
or exercise – whether it be your daily gym 
visit, or a long walk around the office 
park or your neighborhood. Stock your 
workspace with healthy, brain-powering 
break snacks. Include at least 30 minutes 
to step away from work during lunch.

Now set a micro routine. Most people can 
sustain peak efficiency for 45 – 75 minutes at a  
time depending on what they’re doing. Break  
macro routine tasks up accordingly. For example,  
if you know you can keep at heavy-brain or 
creative work for 60 minutes before flagging, 
set a micro routine where you focus on work 
for an hour and then take a 15-minute break.  

Get enough sleep. Have you ever gone to bed 
late or gotten up extra early to “push through” 
a work project? If it becomes common, that’s a  
huge mistake. When you prioritize healthy sleep  
habits, you are able to think faster and more 
constructively and to focus better for longer 
periods of time. That adds up to consistent, 
sustainable, high-quality work that can never 
be equaled by the short-term gains of a 
frazzled all-nighter. 

Like any other skill, time management gets easier 
with practice. Take small steps and keep at it and 
you too will soon be showing up in matching socks 
and finishing your projects on time.
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The key here is to set on/off routines throughout 
the day and to honor both the work and the breaks. 
If you cheat one or the other, you won’t reap the 
rewards. (For more about the effectiveness of on/
off work cycles, check out The Pomodoro Technique 
by Francesco Cirillo or The Power of an Hour by Dave 
Lakhani at your local bookseller or library.)
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