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TIME MANAGEMENT HACKS: MAXIMIZEEYOUR

determines your success, fulfillment, and overall well-being. If you take steps to

manage your time effectively, you will start to notice a decrease in your stress
levels, be more focused and accomplish more with less effort.

5 Essential Time Management Hacks

1. Prioritize Your Tasks with the Eisenhower Matrix (with a Twist!)
Divide your tasks into four categories:

-4 Urgent, Important, and Actionable - Do these immediately.

%7 Important and Actionable but Not Urgent - Schedule these tasks.
Urgent but Not Important - Delegate if possible.

X Non-Actionable & Completely Out of Your Control - Let it go.
Neither Urgent Nor Important - Eliminate these tasks.
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2. Time Blocking

Dedicate specific time slots for different tasks. Example:
« 9 AM-11 AM: Deep work (no distractions)
« 11 AM- 12 PM: Emails and admin tasks
« 1 PM-2PM: Meetings

3. Use the Pomodoro Technique

Work in focused 25-minute intervals, followed by a 5-minute break. Repeat this
cycle 4 times, then take a longer break. This method boosts productivity and

prevents burnout.

4. Plan Tomorrow Today PLANNING

Before ending your day, create a to-do list for the next day. This minimizes morning
decision fatigue and sets you up for success.

5. Eliminate Distractions
« Turn off non-essential notifications.

« Set boundaries with colleagues, family, or roommates.

« Use website blockers to avoid time-wasting sites.

ECR) 01a04nfon£mi(_‘74cac{£my

TIME MANAGEMENT HACKS: MAXIMIZE
YOUR PRODUCTIVITY



L_/\) o iac%zforzinioézaac{‘snu
)

Biggest time-waster in my day:

One habit | will change today:

My top 3 priorities for tomorrow:

Final Tip: Managing your time isn’t about doing more—it's about doing
what matters most efficiently. Small changes today lead to big results
fomorrow.

= Download more free resources at Rosa Antonini Academy!
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