10 ways to improve
time management

HELPFUL HINTS
AND TIPS SERIES

Welcome...
Thank you for downloading this Ebook with hints
and tips on how to save yourself time and best
leverage your business.

1. Leveraging Systems
We recommend utilising already created successful
systems that simplify tasks and reduce the time
taken competing procedures. For example, quoting
jobs can sometimes take a few hours or a day.
Tradezquote can reduce the time to 15 mins or less
for smaller jobs and simplify large jobs. In addition,
send invoices instantly without having to write
another letter or email.
In addition, use an accounting software that reduces all double ups. XERO, MYOB
and Reckon all work with Tradezquote.

2. Planning and prioritising
Stephen Covey, co-author of First Things First, offers an organizational tool for your
to-do list based on how important and urgent tasks are.
Looking at what goes into making up your day, where do your activities fit into these
categories?
Important and urgent — Tasks that must be done. Do them right away.
Important but not urgent — Tasks that appear important, but upon closer
examination aren’t. Decide when to do them.
Urgent but not important — Tasks that make
the most “noise,” but when accomplished,
have little or no lasting value. Delegate these if
possible.
Not urgent and not important — Low-priority
stuff that offer the illusion of “being busy.” Do
them later.
Write down your three or four “important and
urgent” tasks that must be addressed today.
As you complete each one, check it off your
list. This will provide you with a sense of
accomplishment and can motivate you to
tackle less essential items.

3. Regular Team Meetings
Organise daily, weekly and monthly meetings.
This creates a culture of responsibility and
avoids any issues. Even if there is nothing to
talk about continue the meetings, this will
create a culture of communication and avoid
issues which can side swipe you.
3 different types of meetings
Daily Meeting
5-7 minutes stand up meeting
Talking about yesterday what we achieved and celebrate. If the day was bad then focus
on what was the lesson and how can we improve on it.
What is our goal today?
Ask team, does anyone know a reason why we cant achieve this today?
If there is a problem, ask is there a work around, if there isnt change the objective so its
realistic.
Who is in charge of each required outcome?
Weekly Meetings
Bring the team together to create a greater sense of team work. In this meeting create a
safe environment where each team member can speak about anything that is irrating
them or having issues with. The team then can come together to provide solutions.
The team then will build the efficiencies for the business for you, this is incredibly
powerful and will encourage staff engagement and staff retention.
Monthly Meetings
One on one meeting with each staff member. The purpose is goal setting with each
staff member, talking through training and direction. This builds trust and gives purpose
within the company.
From Mick Hawes - Builders Business Blackbelt.

4. Value your time
In addition learn to say "NO", When staff walk in with
questions ask if it can be deferred to the next meeting
time. This will create a culture of independence and
time efficiency and most of all save you time.
In addition, avoid unnecessary meetings! Meetings can
sometimes be responsible for time wasting. To avoid
this have clear agendas in the mandatory meetings
(daily, weekly & monthly) and create open space for
items which require a team conversation in the
structure of the meeting, though don't allow it to turn
into a general chat. Over time everyone will know the
structure of the meeting and know when to share.

5. Taking care of yourself
Giving yourself the best opportunity for increased energy
and positive moods are important for tackling every day.
Looking at your diet, alkalising and reducing calorie-heavy
foods will allow your body to release more energy for other
daily routines rather than maintaining internal systems.
Exercise and mindfulness. Exercise lets be honest has an
overwhelming amount of studies which support overall
health benefits. It is building it into a habit. A regular
routine will help manage stress, increase endorphins, and
increase overall energy levels.

6. Review each day
1. Make a daily to-do list every morning,
prioritising and grouping activities to
maximise time.
2. Review the time you are distracted
during the day, how much time do you
spend on social media, TV or other
distractions.
Then aim each week to reduce this slowly, and replace devices you use for relaxation
or escape with beneficial media. Either audible books, reading, meditation or walking.
3. Every night review the day and plan for the next day before retiring.
4. When reviewing mindfully look at each lesson and develop a procedure for yourself
for when this situation arising in the future you can act accordingly to improve the
outcome.
If you follow this each day, after a year you will see dramatic improvements.
Equivalent to each day gaining a centimetre, which does not look like much but over
365 days this turns into 3.65 meters. After 2 years is 7.3 meters which in
perspective can be a life-changing mindset and business mentality.

7. Place a value on your time
Add a cost to your time, this will give you a
perspective of how valuable your time is within
the business and help prioritise tasks.
For example, your time may be worth $150 per
hour.
If your time is worth $150 per hour, then doing the bookkeeping which could be charged
out at $35 per hour would be an inefficient use of time/funds. Therefore get a
bookkeeper and use your time to focus on the vital tasks. The 20% tasks which will give
you 80% of the results.

8. Personal Goal Setting
Take time every 3 months to complete or review your personal goal setting.
In the review check your daily 20% vital tasks are taking you in the right direction and
building towards your end goals.
The SMART criteria is a great way to keep yourself accountable.
Specific: Your goal needs to be clear and well defined. Vague goals are not helpful because they don’t provide you
with sufficient guidance and direction and in order to be helpful, you need to set goals that will show you the way
to successfully achieving these goals.
Measurable: Include precise amounts or dates to your goal so you can measure your progress. You need to be able
to quantify your progress or at least suggest an indicator of progress. For example, if your goal is to “reduce
expenses”, how will you know if you have been successful? If you set your goals to reduce expenses by 1% in a
month’s time, you will be able to see if you’ve reached that goal and celebrate once you’ve achieved it.
Attainable: You want to set goals that are challenging but also achievable. If you set a goal that you have no
chance of achieving, it can erode your confidence. On the other hand, you don’t want to set a goal that’s too easy
to achieve. You need to set goals that “raise the bar”, therefore once you achieve these goals that you had to really
work towards, it’ll be worthwhile.
Relevance: Setting goals should be relevant to what it is you want to achieve in both your personal life and career
life. By setting goals that are follow this rule will help you focus on what you need to do to get ahead and achieve
this goal.
Time-related: You need to specify when you need to achieve this goal and set a deadline. When you are working
on a deadline, your sense of urgency increases and it will push you closer towards achieving your goal.

Get a coach! This will help keep you accountable and see things
subjectively. It is very difficult to view yourself and your business when
inside. A coach is an investment to accelerate growth and remove risks
from the business. In addition a coach will keep you accountable to
your goals.

9. Eliminate Time Waisting
We can easily waste hours per week on social media. Dont beleive me check your
phone battery usage and this will give you an idea of how much time you spend on
each app. If this is part of your job, then block out times to complete tasks and then
continue with the 20% vital tasks to give you the greatest end results.

Mindset
Wake up every morning 30 minutes
earlier, then walk around the block.
Focus for 10 minutes on what you are
grateful for. Then for 10 minutes repeat
to yourself "I am successful, everything I
require to achieve my goals manifests for
me."
This will shift your mindset by changing new neurological pathways which support higher actions and decision
making. Each day doing this will move your medium psychology into a greater versatile mindset with a buffer for
stress.

10. Do one thing at a time.
Multitasking will cost you 40 percent of your
productivity, according to behavioral
psychologist Susan Weinschenk. The
problem is, you think you’re doing two
activities simultaneously, but you’re actually
switching rapidly from one activity to
another.
Switches last a fraction of a second, but over the course of a day, those seconds add
up to a significant loss of time. You also make more errors and inhibit your creativity
when you multitask. Instead, block off an hour or two to concentrate on your most
important task. Can’t sit still for an hour? Set a timer for fifteen minutes, then force
yourself to focus until it sounds

In addition, focus on one task at a time. Block out periods of time for each action in
your calendar, allow staff to know this so they can communicate this to clients and
other employees.
For example, block out 30 minutes for phone calls and then one hour for emails each
day. This time will be focused and you will find yourself more productive and present
with every item.

The "little extras" to consider
Time is our most precious commodity. We only get a limited amount in this
lifetime. In saying this it is important to spend our time doing the things we
love. The original plan for most people starting a business was to allow them
to break free of the shackles of trading money for time, being told when you
can eat and go to the toilet.
Remember this when you make decisions, are you freeing yourself or just
creating another job to trade time for money, in which you could employ
someone else to complete this task and you use your time to complete
tasks that offer the greatest reward for you!

