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� Essential time management skills to
immediately:
� increase productivity � improve planning
� reduce stress � manage your workload

� Eliminate wasted time by increasing efficiency
and effectiveness

� 10 ways to boost productivity immediately

What is effective time management?
Unpick the key principles of effective time management
Evaluate and critique your own time management
Identify your preferred method of working

Step-by-step guide to effective time management
Unmask bad habits and identify your time wasting demons
Plan and prioritise time
Setting boundaries and expectations
How to deal with distractions and interruptions
Tackle resistance and procrastination
Effective delegation that works

Essential tools and techniques to use immediately
� How to banish to-do lists forever � Task organisation
� Top timesaving tools � Delegation techniques
� Diary management � Ways to say no and mean it
� SMART objective and goal setting � 3 simple strategies to deal with procrastination
� Easy ways to avoid distractions

Reduce inefficiency and wasted time to improve
productivity immediately

How to get
more done
in less time

Clare Evans: Clare is an independent business coach specialising in
time management. She has helped dozens of people from a wide variety
of industries to grow their businesses, reduce stress and improve their
productivity. She is the author of Time Management for Dummies and is
a Business Mentor for the Prince's Trust.
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