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2.1.2 Hifgilgs
1. RiEER
Three Ways of Improving Time Management

Why do we have to work so hard to learn Time Management, to master it?
Shouldn’t we be born with the ability to work efficiently? The problem is that we have
the tendency to want to take the easy way, the short way, and as many have said before
me, “A shortcut can often lead to long delays. ”

Even though multi-tasking, relaxing and other shortcuts might feel as though they
save time, working focused on one task at a time and obeying the rules of Time
Management, is the real time saver. Here are three ways of making you a better time
manager.

1. Batching Tasks

Each time you start a new task it takes time to “warm up”, you have to gather all
the materials you need and it takes a while before you find a flow. Once you are done,
you need to put everything away, which wastes several minutes as well. By spending
longer time on each task you decrease the amount of time you spend “Warming up” and
“Cooling down” every day.

2. Planning Your Weeks

By organizing your weeks to streamline processes and batch tasks you will save a
lot of time.

It also grants you the calm to know that you will be doing all your tasks during the

week. I have noticed in myself and others, that it is easy to feel as though I should be



