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FFIIVVEE  WWAAYYSS  TTOO  GGEETT  MMOORREE  TTIIMMEE  

 
 
Time Management Techniques for Super-Busy People 

 

Who hasn't wished at some point that there were more hours in a day? It sometimes seems that we 

spend so much time rushing from place to place or task to task that we don't actually accomplish 

anything except feeling more frustrated. 

 

But we can accomplish what we want to each day if we put some basic time management principles 

in place and follow them. Be warned: these are not all easy things to do. You might have to struggle 

and work at these time management techniques. But the time you invest in learning how to do these 

things and practicing them will be paid back a thousand-fold. Use these five time management 

techniques consistently and you'll have more time, accomplish more, and feel better. 

 

 

Time Management Technique #1: Recognise you can't do it all. 

Too many of us are stretched too thin because we've bought into the myth that everyone can (and 

should) do it all. We should all work full-time, spend quality time with our children and spouses and 

pets, spend time with our friends, do volunteer and committee work, get involved in causes, work at 

staying fit and healthy, and spend time relaxing and rejuvenating ourselves. 

 

This kind of balancing act is best left to the Flying Wallendas. And you know what? It doesn’t matter. 

What matters is that you are healthy and happy with how you’re spending your time. Decide what 

roles and activities are important to you and live your life accordingly. 

 

 

Time Management Technique #2: Prioritise. 

The other part of the myth that we all can and should do it all is that everything is equally important. 

It's not. Just look at your daily calendar on any given day. Is picking up the dry cleaning really as 

important as that meeting with a client? No. So if you have to choose between them, it's easy to 

decide to leave the day cleaning pickup for another day. 

 

Don't just rush from task to task throughout the day. Review the list of what you have to do that day 

at the day's start and then pick out the things that you 'must do' that day. (Try to keep these 'must-

dos' to three or less for starters.) Then focus on getting those things done. At the end of the day, 

you'll have a feeling of accomplishment, no matter what else got messed up or went wrong. 

 

 

Time Management Technique #3: Learn to say "Yes" and "No". 

The inability to say "No" is the cause of an incredible amount of misunderstanding and frustration. 

Instead of saying "No," people say "Maybe" or "I might be able to do that" or "I'll see", creating the 

expectation that they will do whatever it is on the part of the listener and the pressure on themselves 

to do it. Then when they don’t do it, the person they said "Maybe" to instead of "No" is 

disappointed/annoyed/hurt. 
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Make it a general rule not to say "Maybe" at all when you're asked to commit to something. Learn to 

make quick decisions and say "Yes" or "No" instead. And don't get hung up on elaborating. You don’t 

have to give extensive reasons for your decision. A simple "No, I can’t do that" is enough. The person 

you're speaking to will appreciate your honesty and your disinclination to waste their time. And you'll 

be without the pressure to fit in yet another activity or event you weren't that interested in anyhow. 

 

 

Time Management Technique #4: Unplug. 

Another modern myth that you have to disregard if you want to manage your time effectively is the 

idiotic idea that we all have to be reachable and 'connected' all the time. We don't, and in fact, there 

are times when it's important or useful to be unreachable to everyone or everything except the person 

or the task immediately in front of us.  

 

For instance, if your child is telling you about a traumatic thing that happened to him at school that 

day or you're doing an estimate for a potential customer, you need to be listening to/communicating 

with the people right in front of you, not the ones calling or sending you email. 

 

So recognise this and 'unplug' yourself when appropriate. And make yourself the manager of your 

technology rather than being managed by it. Do not read every piece of email as soon as it comes in, 

for example, or feel that you have to personally answer every phone call. Don't let incoming texts or 

Twitters interrupt you when you're working. Set aside particular times of day to read or listen and 

respond to email and phone calls. 

 

 

Time Management Technique #5: Take time off. 

Many business people in particular fall into the seven day trap. They feel that the more time they pour 

into their business, the more successful their business will be. Before you know it, they're working 

seven days a week every week and wondering why they feel so tired and frazzled all the time! 

And is their business more successful? Maybe. Maybe not. You see, the success of their business 

depends on what they do, not on how much time they spend doing it. 

 

Consider this analogy: if you want to learn golf and you spend eight hours a day seven days a week 

golfing but are holding the club wrong every time so that every ball you hit has a pronounced swing to 

the left, what happens to your golf game? It doesn't matter how much time you put into doing 

something if you're not doing it right. 

 

So incorporate time off into your schedule. When you take time off, whether it's an afternoon or a 

weekend or a week, you return to your work refreshed and more productive, able to accomplish so 

much more in the amount of time available.  

 

 

Five Time Management Techniques Equals More Time? 

No. You won’t physically magically get more hours in a day when you put these time management 

principles into action. But you will be able to more effectively manage the time you have. And in terms 

or what you get done and how you feel, that will make all the difference. 
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By Susan Ward, About.com Guide 

http://sbinfocanada.about.com/od/timemanagement/a/getmoretime.htm 


