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introduction
I have been there….having that feeling of spinning too many plates
and juggling far too many balls. Feeling fed up at the end of each
day because once again I didn’t get done everything I wanted to,
and watching in despair as my to do list got longer and not shorter.
I’m guessing that since you’re here, you can relate…
It was because of this feeling that I decided to take matters into my
own hands and really get back in control of my day and since that
point I have been asked about time A-LOT by the people that I work
with.
It's always the one thing that causes the most stress and feeling of
frustration, but believe me when I tell you that once we get ‘time’
sorted it reaps HUGE rewards. In fact, it’s not long afterwards that
everything else seems to just fall into place and gets much MUCH
easier.
Let me tell you why…
1. You get the head-space to think...To plan effectively and to make
decisions without always being in 'fire fighting' mode.
2. You start to feel better, are able to switch off when you get home
and you’ll probably sleep better too.
3. Your team and the people around you will follow suit – and so
they’ll feel better too.
In this cheat sheet I’ll be sharing the 3 key mistakes that I see
happening over and over again…and yes I’ve been in these traps too
– and I’ll also be sharing what you can do about them so you leave
with clear actions that you can put into practice straight away.
Remember – none of this is rocket science.
That said…they are not to be dismissed as ‘YEAH I knew that
already….’ Instead have a go at putting the actions into practice and
test and measure your own results.

Mistake #1 - Setting yourself up to fail
Here's what I see all the time. To do lists with absolutely everything on it...'what
one of my clients calls a 'Mother List' and when I say everything...I mean
everything - and that becomes their plan of what they're going to do that day.
But you know the saying 'there's not enough hours in the day?' It's true! There is
simply not enough time to get all that done which leads you firmly down the
path of feeling overwhelmed; stressed; shattered; frustrated (and so on)
So, it's now time to be realistic with what you can achieve...

ACTION
Pick 3 things that you're going to focus on today. Just 3 things. Now I
can hear you shouting at me "But Barbara, 3's not enough...there's
loads of things that I've got to get done.' But stick with me on this
one. Here's why...
3'S A MAGIC NUMBER
Our brain loves things in 3's - so it's easy to remember. It also
doesn't feel too big or scary, so chances are you're going to achieve
it.
OTHER THINGS WILL COME YOUR WAY
You're going to get interrupted throughout the day, so you need to
leave a bit of space for that to happen.
YOU'LL FEEL AMAZING
When you get these 3 things done you will feel amazing. You'll
feel so much more productive and you can skip home at the end
of the day knowing you've done what you wanted to.
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Mistake #2 - Multi-tasking
Let me break this to you gently...multi tasking isn't great!
The kind of multi-tasking that I'm talking about here is where you're working on
several tasks and projects all at once and not getting anything finished. For
example where you have a gazillion tabs open on your screen, and you get
distracted from one thing to the next and you never seem to find your way back
again.
We're all a little bit magpie, where our attention gets grabbed by
something...whether that's a new E-mail pinging into your inbox, or someone
coming to your desk...but whatever it is, it's stopping you from finishing what
you're working on. So, let's fix this once and for all.

ACTION
OBSERVE YOUR BEHAVIOUR
Make a list of all the things that distract you and grab your
attention throughout the day.
E-mails? Text messages? Ideas popping into your head?
Whatever it is, make a note of it.
CREATE A RULE
Make a decision that you're not going to start anything new until
whatever you're working on is finished.
KEEP A REMINDER
If something does pop into your head or tempts you to stop
doing what you're working on, simply write it down, and get back
to it later.
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Mistake #3 - Procrastination (and
ignoring what you should be doing)
Now here's the mother of all time traps....procrastination - and this is something
we all do!
We know full well we should be working on something...but instead we
choose to do something else...anything else! Usually something that's not at all
important and all we're doing is wasting time.
But the thing about procrastination is that it usually comes in the form of a
habit. For example - we tend to do the same thing like, jumping on social
media, or trawling through e-mails etc. So once you figure out what you're
personal flavour is...you're half way there.

ACTION
DECIDE HOW YOU PROCRASTINATE
Self awareness is key to any kind of change, so keep
track of how you like to procrastinate so you can
spot yourself doing it.
DO YOU JUST NEED A BREAK?
Ask yourself whether you're procrastinating, or just
in need of a break? If it's the latter give yourself 10
minutes and then move on.
DO YOU FEEL GUILTY?
Procrastination always comes with a good old dose
of guilt, so look out for that. If you're really
procrastinating time to give yourself a shake and get
going.
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