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Creating Your Piece of Mind
It seems that we are as busy as ever. Our calendars are �lled with appointments,

meetings, and we have a mile-long to do lists. And that is just our work days.

Evenings are �lled with family, extra-curricular activities, friends, and chores.

Balancing everything can provide di�cult and some days it can feel like we are

just spinning our wheels. The good news is there are proven tips and tricks to help

you juggle everything you have on your plate.

Here are ten tips to help you manage your busy days and ensure your productivity

and time management skills are providing you with e�ciencies:

1) Take Notes / Write It Down - It might seem like common sense, but making

lists is a powerful tool to keep you on track. Make lists the day before, so you know

everything you have going to the next day. Make lists of anything you might need

to do for that big meeting tomorrow. A list will get the to do's out of your head and

allow your brain to focus on other aspects of the day. And, there is nothing more

rewarding that marking items o� a long list of to do's.

2) Keep Your Health In Check - Studies con�rm that healthy people tend to be

more productive. Get some exercise, whether you go to the gym or just take a

walk around the block. Eat healthy and make sure you eat breakfast, so that your

day starts o� the right way. Get some sleep, and as an added bonus, it will also

help you manage your overall stress level.

3) Allow Your Brain to Breath - Take mental health breaks throughout your day.

You can only stare at that report for so long before your brain will cease to
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compute. Take ten to �fteen minutes and walk away from your desk and allow

your brain to refresh itself.

4) Slay Your Dragons - Do the task(s) that you dread the most or larger projects

�rst. Don't allow them to cycle through day after day and bog you down. Get them

done �rst and then use them as motivation to keep slaying the rest of the day.

5) Pass the Love - I know it's hard to ask for help, however, it is a very important

tool in allowing your productivity to thrive. Is there something on your list that can

be easily passed to someone else to handle, so you can focus on items that only

you can do?

6) The Answer is No - This is perhaps the hardest for all of us to do. Do you have

meetings and commitments on your calendar that don't accomplish anything or

are (for a lack of better terms) a waste of your time? It is ok to say no - politely.

While I wouldn't recommend this tactic with your boss, you can apply it to co-

workers, your family, friends, and other work-related comrades. Take control of

your time and use it wisely.

7) Don't Get Distracted - Distractions are the biggest force of productivity killing

that we encounter. Constant interruptions in the form of emails, phone calls,

people stopping by your o�ce, etc. are the biggest issue we face during much

needed times of focus. Don't let distractions drive your day. Turn your email o�, so

you can focus on that big project. Put a sign up at your desk to warn people that

you are in focus time and do not want to be disturbed. Take control and your

productivity will thrive.

8) Use Your Tools - Technology has provided us with a multitude of apps and

software that are valuable in allowing us to manage our time, lists, and

commitments. Seek out technology that will help you thrive and give you a much

needed boost for time management.

9) Change Your Habits - Assess any habits that you might have that allow you to

drop the ball, procrastinate, or take up your focus time. A swift change in your

habits can be a major push forward in your time management and allow you to

create the extra time you need to get important tasks completed.

10) Pair it Down - Feel like you are continually starting something, but not �nishing

it? Many would argue that multi-tasking is an e�cient way to get work done, but

honestly, it hinders it. We are all more e�cient when we focus on one thing at a

time. Of course, this is not always possible, but when it is, it will help you get more

done.

Why We Do What We Do Stressed Out
Did you know that 80% of workers
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Always very helpful
whenever I need

assistance. Today's
online assistance was
seamless. Thank you!

-Rave Review from
 Malia M.,

Retail Customer

report feeling stress on the job and
nearly half indicate they need help
in learning how to manage stress.

And 42% also indicate that their co-
workers also need help managing

their stress as well.

Source: American Institute of Stress

FOLLOW US

Questions? Contact us today at 972.471.3740.
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