
Manage Your Time –
Not It Manage You!!!

How to keep track of everything in your life, 
with Tips and Tools to help you Manage your Time!

Presenter
Presentation Notes
So, in case you were unsure – this is a session on Time Management.  My name is Lisa Wilde, and I will be addressing the ongoing problem of having enough time to accomplish everything you want and need in life.

I can’t believe I said that with a straight face!

Does anyone here actually believe this is even remotely possible?  Well, if nothing else – you are at least hopeful that it could be!

I am no expert at Time Management.  Quite the reverse, if you must know.  But in my own ongoing battle I have managed to pick up a few things over the years, and these I will share with you.  Which you’ll hopefully find some value in.



The plan was To Be A Writer, and you are trying – but let’s 
face it, Life keeps getting in the way. If it’s not errands to 
run, appointments to keep, kids to chauffeur, oh! And don’t 
forget that pesky 9 to 5 job that pays the bills, puts food in 
your family’s mouth and a roof over your head. You can’t 
afford to quit your job – so how are you to manage juggling 
everything that’s going on in your life and still be a Writer? 

While I don’t claim to have all the answers, I can give you 
some tips and pointers on how to start Managing Your Time, 
instead of letting it Manage You!

Presenter
Presentation Notes
Trying to find that perfect Balance of time in your life isn’t easy – in fact it’s hard.  Damn hard!  We have so many demands on our time that it can be overwhelming to get it all to fit in.  Now maybe you’re the type of personality that’s usually pretty chill and relaxed.  It’s second nature to just go with the flow, to deal with what the Universe throws at you.  And that’s great.  I’m not sure why you are taking a session on Time Management, but hey – no worries!  

But more likely you are like me.  Juggling a gazillion things at once.  Trying to keep track of all of it, feeling frustrated when the day ends and you realize that there were things that should have happened but didn’t, because you just ran out of time.  It’s feeling like you are always behind the 8 ball, constantly playing catch-up, fretting over every moment.  Frankly, it’s exhausting.  But what can you do?  Everything still needs to get done, every day.  And that just seems to not leave enough time to get any writing done, and that’s a different kind of frustrating.  It really does feel like Time is managing you.

What to do?



Is This You?

Me trying to excel 
in my career, 
maintain a social 
life, drink enough 
water, exercise, text 
everyone back, stay 
sane, survive and 
be happy!

Presenter
Presentation Notes
And don’t forget have a family – it’s amazing how much time and stress is involved in chasing kids, driving them to and from activities, and getting involved in those activities!  What about other family obligations?  Parents and in-laws, aunts, uncles, maybe even cousins – all demand time as well!

It’s a wonder we don’t all look like this!!!!  But I bet most of us feel like this – at least some of the time!

So why are you all here?  Feel free to shout out if you want to share!  (Flipchart) 



First Things First 

• Relax!  Deep breath!

• Now – baby steps.  Rome wasn’t built in a day, and this process won’t 
happen over night either.

• First step?  Let’s figure out what tools you have that will help you

Presenter
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So these are all real and very valid.  And that you are here means you want to try to find a fix of some kind.

Well, there isn’t a magic wand.  We’re still stuck with 24 hours in a day, 7 days a week.  

The fix is coming up with a way to handle all the juggling.  

Have you ever heard someone say “I love working with busy people, because busy people know how to get things done.”  I have, and it’s annoying as all get out.  But it means well, as do the people that say it.  So how do these busy people know how to get things done?  They know how to manage their Time.  And you know what?  You can to.  So let’s look at some tools that will help you out.



What do you need to help you stay on track?  
Other than Discipline and Perseverance!

• Smart Apps that work for you:  Timers, Reminders, Notes, etc
• Calendar/Year at a glance
• Day timer
• Plans
• Lists

Presenter
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What?  You thought it could all be stored in your head?  Half the problem is actually our memory, and keeping track of everything.  These are tools to help us out.  Because most of us don’t have perfect recall, and we need a bit of assistance.  And trust me – as you get older – that assistance is even more important.

So what do we have here?  Planners, either a physical daytimer or an app on your phone.  On my phone, I use a calendar scheduler with alarms – it’s very handy!  And I’m getting much better at remembering to put the info into it!

I also have a large wall calendar that covers the whole year at a glance.  It’s laminated so I just write directly on it.  Pretty cool.

Of course I make plans for what’s coming up.  And of course lists.  Endless lists.



Lists?  What kind of Lists?

• Deadlines you know of
• Annual plans
• Monthly, weekly and daily things to be done or to participate in
• Task Lists

Presenter
Presentation Notes
You can’t begin to manage your Time without making Lists.



Let’s try Something, shall we?

Let’s start with a list.

A list of all the things that need doing in any 
given day.

Presenter
Presentation Notes
So – let’s make some Lists!

First step – let’s make a list of all the things that need doing in any day.  (go to flipchart)  What kind of things do we need to put down here?



What are the things you need to do?

• Step 1:  identify all the things that need to be done on a regular basis, 
broken down into groups of when these things need to happen 
(Daily? Weekly? Monthly? etc)

Presenter
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Identify when all these things need to happen – every day, every week, every month, and so on.  



What are the things you need to do?

• Step 1:  identify all the things that need to be done on a regular basis, 
broken down into groups of when these things need to happen 
(Daily? Weekly? Monthly? etc)

• Step 2:  prioritize these lists.  Give them a rating of Has to be Done on 
Time, to World Doesn’t End if This Doesn’t Happen

Presenter
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Second – prioritize.  You need to know and track what can wait and what can’t.  Come up with a rating system.  Stars work great!



What are the things you need to do?

• Step 1:  identify all the things that need to be done on a regular basis, 
broken down into groups of when these things need to happen 
(Daily? Weekly? Monthly? etc)

• Step 2:  prioritize these lists.  Give them a rating of Has to be Done on 
Time, to World Doesn’t End if This Doesn’t Happen

• Step 3:  How much time does each of these tasks need?

Presenter
Presentation Notes
Third – work out how much time is needed for each item.  Give yourself a bit of a cushion to start, be generous!



Don’t forget to schedule in time to Write!

It is why you are here at this session, isn’t it? 
To find ways to make sure you have Time to Write?



Writing is as much a part of your Life as that 
9 to 5 job, your spouse, your kids.  Once you 
decide how much time you want to spend on 
writing – and have worked out where in your 

schedule that will be – Then get Writing!



So what has that done for us?  
Just another bunch of lists, right? 

So – what’s next?

Presenter
Presentation Notes
Identifying the tasks you need to take care of in your life, prioritizing them, and then working out how much time each task will take, is the first part in 
taking charge of managing your time!

Sorry if this wasn’t a surprise for you – I think deep down we all knew this.

The trouble is making it work for us.  And finding time to slot all of it into.  Which brings us to ….




Scheduling!
Sorry – but it is the best way to manage your time 

effectively and efficiently!
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Presentation Notes
We have our list of regular responsibilities.  We’ve worked out how much time each task might take.  Now it’s time to work out where in your day, week, month each should happen.  Some things are set in stone – like the Job that pays the bills.  Others are pretty regular, or semi-regular – like grocery shopping, or getting gas for the car.  Then there are the once in awhiles – doctor appointments for instance.  And the real flex-time ones – like household chores, haircuts, and so on.

For the initial planning I like to use a weekly calendar that has time slots for every day.  And yes, that’s what a Daytimer does – but before I put it all into the daytimer, I like to rough it out first.  Because chances are, you’ll have to make some adjustments somewhere.  

So here’s my blank sheet.  (go to large blank scheduler)



How to Schedule

• How much time do you have in any given day?  

• Indicate set things throughout the day
• Refer to your lists of Daily Things to Do and slot them in, starting with the 

higher priority items

• Now – take a look at the time slots left.  Have you accounted for meals? 
Driving time between one place and another?  R&R time?  (We don’t want 
you to go stir crazy!)

• Once you’ve slotted in all your items, take a look at what’s left.
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We mustn’t forget those “hidden” uses of time – things like meals, prep time, driving time, how much time it takes to get your teenager out of bed …. I actually started phoning my youngest on her cell phone – because she wasn’t responding to my just yelling up the stairs to her.  Well, she’d respond, but you know she wasn’t really awake.  And certainly not getting up and getting ready for the day.  But for her, a phone call – or three – seemed to work.  And was also so much more civilized than all that yelling!

What other hidden uses of Time can we think of?  The trick is to try to identify as many as you can, and then slot them onto your schedule.  Fine – yelling up the stairs doesn’t exactly take much time.  But a phone call – no matter how quick – does.  And it all will add up.  And add up.  And add up.  Until now you’re late.  Again.  And all because you didn’t account for how much time it would take to let the dog out, then feed him breakfast.  So how’s our schedule coming?





NOTHING left?!?!?  Now what?

And that’s the problem, isn’t it?
Not enough hours in the day!

It happens to all of us!!!!  
But to achieve a better life balance you will 

have to make some adjustments!

So re-visit the schedule you’ve just created, and the lists of 
what needs to be done throughout the week, and

look for some wiggle room!
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This is truly the hardest part of managing your Time, and your Life.  

Okay busy people – time to get busy!  Revising our schedule that is!  What did you think I meant???

Where can we cut time from?  Ten minutes here, and ten minutes there, and there – well – that’s 30 minutes you’ve cleared.  Let’s keep going!



Now what?

What do you need to do to keep you on track every day?  To manage 
those odd things that need attention?

Presenter
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So we have a schedule roughed out, and wonder of wonders, it actually doesn’t take up every moment of every day.  

Is that it?  Just because we’ve put it down on paper, you figure that’ll keep us on the ball and on time all day?  Naw – you all know better!  If that worked you’d probably not be here right now!

So – I have another List for you.  A Task List.  



Now what?

What do you need to do to keep you on track every day?  To manage 
those odd things that need attention?

Did someone say Task Lists?



Task Lists?  Now we’re getting somewhere!

• Do a Task List – every night, or first thing in the morning.  

• Having a Task List helps to keep you on track and motivated – more or 
less.  

Presenter
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So what makes a Task List any different than the other lists we already have made?  Or the schedule we created?

A Task List – or if you’d prefer – your To Do List – is different every day.  It can be a generic list of things you need to do – and then you can slot it onto your schedule.  Or you can actually break it down into time increments, if you aren’t a fan of using a Daytimer.  It’s a day at a time daytimer!




Creating your Task List

• Jot down the 5 (at least) most important things you need to do 
tomorrow

• Add any other items that need to be done (but aren’t necessarily the 
most important)

• Prioritize this list!  Can anything be done on a different day?  Any with 
a specific deadline to keep in mind?
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The night before can be an ideal time to do your Task List for the next day, but you could also do it first thing in the morning.  I keep a note pad beside my bed where I can get at it before I turn in.  And it’s right there when I wake up.  I don’t tend to use a daytimer, and I only put into my phone specific appointments.  Using a daily Task List captures both the scheduled things I knew about a week ago, and those things that cropped up the day before.

Again – prioritize!  You need to know if your day starts going sideways what to safely ditch – er – re-schedule for another day – and what absolutely has to get done!

So you got this, right? (point to the screen).  



Organize your Task List

• Organize and Time Block the list.  
• What is your available time?
• How much time does each task need?
• Group items by similarity, by type and/or location
• Make sure you have accounted for driving time, getting yourself prepared 

(like showering, getting dressed, eating something, etc), as well as unforeseen 
interruptions or disruptions!  (don’t schedule things so tight as any thing that 
goes wrong will totally mess everything else up!)

This REALLY sounds familiar!  Are you sure we didn’t cover this already?

Presenter
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Of course we did!  It is the exact same procedure we used to do our schedule.  But the Task List is different in that it focuses on TODAY.  But all the same principles apply.



• Remember that the Task List needs to be flexible – if you need to add 
or move something, do it!  

• Don’t forget to schedule for non-task related items such as travel 
time, meals, unforeseen circumstances and interruptions
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I don’t care how many times I’ve already mentioned it – this is actually pretty important.  Because trust me – it isn’t juggling taking the car in for an oil change, stopping at the Dollarama for supplies for tonight’s Brownie meeting, or making sure you have supper before you go to that meeting, it’s all those little in between time users.  

For instance - how long did you have to sit and wait before getting in for that oil change?  Did you account for how much time it would take to get to the Dollarama, and what if there’s a line up at the till?  

Accounting for things like this – plus the surprises that get thrown at you – is critical to staying on top of everything.  



Managing the Task List

• Decide which tasks are the most important and which are the least
• Rank the tasks
• Do the most important tasks first
• You can transfer unimportant tasks or tasks not completed from one 

task list to another.

Yup!  Definitely very familiar!

Presenter
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Right.  It just bears repeating!



Let’s simplify it all into 
5 Easy Steps

Only 5?  How nice!



The Five Steps of Scheduling
1. Determine the time you have
2. Schedule in the tasks you must do
3.   Schedule in the tasks that are not as immediate
4.   Ensure there is time in your schedule for unforeseen events
5. Any left-over time is available for You!  

If you don’t have time leftover go back and reassess your schedule to 
see if you need to re-schedule things.  Time for You is critical to 

reducing ongoing stress and avoiding burn-out

Presenter
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Whether it’s your weekly schedule or your daily Task List – the principle is exactly the same.



Perfectly do-able, right?

Sure it is.

What obstacles can you forsee?

Presenter
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We can have the best time-management system in the world, know all the tricks and tips, have all the tools, and somehow – things still don’t get done.  We might decide we need to relax a bit after work – and that 30 minutes is suddenly 2 hours.  We might get bogged down in a relatively unimportant task, spending more time than necessary.  Or we might get distracted by some other task that may or may not need doing, which we had forgotten about so it didn’t hit our To-Do list.

So – the best thing to do is try to plan for the unforeseen.  Unless you’ve got one of those time gadgets that Hermione used in the Prisoner of Azkabahn, it’s really the only way that I know of.  Although if anyone has a technique for dealing with the unforeseen, please share!  And why are you even here???  



What is The Bane of our Timely Existence?

Presenter
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OK – onwards.  I think identifying the biggest culprit in the timing of our life is pretty important.  Does anyone have an idea of what it might be?



What is The bane of our Timely Existence?

Procrastination!!!!

Presenter
Presentation Notes
You got it!  



Why do we procrastinate?

Presenter
Presentation Notes
To try to control your Procrastination Habits, you will need to figure out why you do it; what circumstances lead to you wasting time?  Identify the issue, then work out the best way to deal with it.  If it’s a specific job you just don’t want to do, look at it closely and see if it can be broken down into smaller tasks.  If it’s because you feel you don’t know enough about the task, figure out what you need to do to increase your knowledge and confidence.  Maybe you need to spread the task over a longer period of time.  Slot some time where you can put in at least ten minutes – but don’t have much scheduled after.  Quite often after those first ten minutes you get more into the groove and can put your head down and keep going.

What other reasons are there for procrastinating?




Why do we procrastinate?

• We want to distance ourselves from stressful or distasteful activities



Why do we procrastinate?

• We want to distance ourselves from stressful or distasteful activities
• We are fearful of poor results or negative evaluations



Why do we procrastinate?

• We want to distance ourselves from stressful or distasteful activities
• We are fearful of poor results or negative evaluations
• We feel overwhelmed by or don’t know enough about, the task



Why do we procrastinate?

• We want to distance ourselves from stressful or distasteful activities
• We are fearful of poor results or negative evaluations
• We feel overwhelmed by or don’t know enough about, the task
• We aren’t committed to doing the task



Why do we procrastinate?

• We want to distance ourselves from stressful or distasteful activities
• We are fearful of poor results or negative evaluations
• We feel overwhelmed by or don’t know enough about, the task
• We aren’t committed to doing the task
• We believe we work best under stress
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Really?  Seriously?  Does anyone really think this?  OK – I guess they do.  



Why do we procrastinate?

• We want to distance ourselves from stressful or distasteful activities
• We are fearful of poor results or negative evaluations
• We feel overwhelmed by or don’t know enough about, the task
• We aren’t committed to doing the task
• We believe we work best under stress
• Or, we are just tired/stressed/just don’t feel like getting to it!

Presenter
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Oh – that one’s me!!!  



What is the answer to Procrastination?

Discipline.  Plain and simple.

You need to get tough with yourself!  But there are some tricks to help 
you out if you have a chronic “do it later” problem.

Remember that people often start off being under-motivated for a task 
– the energy and enthusiasm can come as you get into the work 

Presenter
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Ugg.  But I don’t want to ….

OK – enough whining.  This is Life and it doesn’t stop because you are tired or sad.  I’m not talking about Depression – that’s a whole other kettle of fish, and a very serious one!  And definitely a reason why we have problems managing our Time.  If you think – or even suspect – that Depression might be part of the issue, you really need to see a medical professional.  Don’t be afraid of being put on meds – anti-depression medications have come a long way since they thought the answer was just numbing you until you didn’t feel anything.  Which really wasn’t helpful for your Time Management issue.  Nowadays they know it can take some time to find the right meds and dosage to help – so stick with it.  It will help!  

But other then that …. I’m sorry – but your high school English teacher was right.  Or was it PE?  Doesn’t matter.  What matters is recognizing when you are procrastinating, figure out why you are doing that, and push yourself until you aren’t anymore.  Yell out “Just Do It!” and carry on.

It’s not easy, but it will get easier the more you work at it.



• Carry a scheduler with you at all times.  Refer to it often to keep you 
on track.  

• Manage your To-Do Lists or they will grow out of control!  Utilize Time 
Blocks when doing your schedules

• Schedule time for interruptions or unforeseen events
• Get into the habit of doing that To Do list for each day the night 

before, or as soon as you get up.  This could take up to 30 minutes, so 
don’t forget to schedule that in!
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OK – some other tips to help out with keeping on track with managing your Time.

Scheduler of some kind – whether it’s your daily task list or a daytimer – keep it on you, and refer to it often

Don’t let the To Do List get too large!  Seriously – just because you put it on paper, and decide you only need ten minutes to do something because that’s all the time you have left that day – doesn’t mean it will happen.  It actually means it WON’T happen!  So be realistic, and recognize when it’s gotten too huge.  Then do something about that.  

And developing a habit takes doing it over and over and over until, it becomes a habit.



• Do ongoing evaluations before and after your tasks.  Did you get the 
result you wanted?  Why or why not?  What should be changed the 
next time you do the same or similar task?  

• Reward yourself!!! 
• Don’t forget to schedule Personal time, Family time and general 

household tasks.  Maybe not every day, but often enough that you 
don’t feel you, your family or your house are being slighted or 
neglected.  Pay attention to your family – they might need more time 
than you have been allocating!

Presenter
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You can write down those evaluations, or just do it in your head.  But evaluating things is the only way of determining if something works or not.  What?  It actually takes 34 minutes to pick up the dog from the groomer?  Okay – now I know for next time!

Oh yeah – people like to be rewarded!  Use whatever rewards work to get you motivated!

And – most of all – Personal Time and Family Time.  It’s a known fact that most of us don’t take time out for just ourselves.  So take that long bubble bath, read that book.  Drink that glass of wine.  Of course – if you combine the three …. Very efficient use of your Personal Time!!!!  Just put the book in a waterproof sleeve or something!

And Family time.  Yeah, the little ones need your time – no matter how big they get!  And I don’t mean making their lunches, or driving them to soccer practice.  Those kinds of things should be on your schedule!  But some quality one on one (or two or three …. How many kids do you have???)  And yes, it’s okay to double up tasks – chat about what’s going on at school while driving them to dance class.  Oh and don’t forget the spouse!  It might sound corny, but do all of you with significant others have a regular Date Night scheduled?  Why on earth not????  Pick a time and stick with it!  Ours tends to be going to a movie.  





Advice from Phyllis A. Whitney

• Work Discipline is the most important habit of all to develop!

• Choose a stretch of time that you can spend regularly on writing, 
whether it’s an hour a day or three or eight.  Find a period that is 
comfortable and possible for you!

• Make sure this time period is as dedicated as possible!  And devoted 
ONLY to the business of writing!

Presenter
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Just like with all of your other regular tasks, you start by deciding how much time you will be writing.  Daily is nice, but pick whatever works for you.  If all you can manage is once on weekends, well then that’s what you work with.

Try to pick a time that not only meshes with your other responsibilities, but that works for you as well.  Writing is a creative endeavour, and pretty tough to do when you’re tired or unfocused.  So, if you aren’t a morning person – why would you schedule your writing period early in the morning?

Because that’s the only available time slot?  Yikes.  That sucks.  But I totally get it, and in fact – have to do it that way too.  These days I can nap at the drop of a hat – and often do – but that doesn’t get much accomplished.  So, the time I have carved out for my writing is a two-three hour stretch in the morning before I go to work at noon.  Sometimes I will do some unplanned writing in the evening – time often spent just vegging in front of the tv anyway, so tucking in some writing time is actually kind of a productive use of my vegging time.



• Put up a Do Not Disturb sign when you are hip deep in a task – like 
writing - that needs your full attention.  Make sure your family 
respects that!  Also that everyone knows when it is OK to interrupt, 
and when it is not!  

• Don’t answer phones, texts, emails, or facebook notifications when 
you are “working”.  Schedule a time when you will do these things!

• Block out whatever distractions you know will tempt you to drift away 
from the task at hand.  Have a work area that is YOURS and that 
makes it easy to work (even if it means locking the cat out of the 
room to prevent her from lying on your computer and papers!)

• Remember that it is impossible to get absolutely everything done!!!!  

At least in one day …. 

Presenter
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Makes sense I hope?



Tips & Techniques that bear repeating (again)!

• Create a daily plan.  Plan your day before it unfolds
• Put a time limit to each task
• Use a calendar
• Use an organizer
• Know your deadlines



More Tips and Techniques!

• Learn to say No!
• Target to be early
• Time box your activities
• Have a clock visible to you – even right in front of you!
• Set reminders – use that phone, or alarm clock, or 

whatever!

Presenter
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Oh these are new!!!  

You are up to your ears, working towards a deadline, and they phone to see if you can bake 4 dozen cupcakes for tomorrow’s bake sale?  It’s OK to say No! (but do it nicely) – and maybe suggest something else you could do to help out that you know you can squeeze in?  If that will make you feel better about saying No ….

These are all pretty good tips …. Target to be early!  For sure!!!!  You are probably thinking “Who on earth plans to be late???” but whether or not you plan to be late, sometimes events just conspire to make you late.  So plan to be early, and that train that shuts down the only way to get to where you are going isn’t so disastrous 



• Focus on one thing at a time.  Are you multi-tasking so much 
that you’re not getting anything done?  

• Block out distractions.  Figure out what distracts you – and 
shut them down or make it harder to access them

• Track your time spent.  “Egg Timer” is a simple online 
countdown timer.  You key in the amount of time you want 
to track and it will do so in the background, beeping when 
the time is up

• Don’t fuss about unimportant details!  Learn to recognize 
them!
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Good – good – good stuff!  



• Prioritize!
• Delegate!
• Batch similar tasks together
• Eliminate your time wasters during “work” hours.  But 

schedule them in somewhere!
• Cut off when you need to.  
• Leave buffer time in between tasks.
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Prioritize – yeah we know that one.  Delegate?  That’s new.  Definitely do that one, whenever you can.  Batching tasks – yup!  Book-Wine-Bubbles – Check!

Time wasters?  Ahh.  Face book.  Come on – you know you want to.  But doing it when you’re supposed to be writing that newsletter for Brownies – not a good idea!  So make sure you have a set time to scroll through FB.  And be honest with how much time you’ll need.





So – basically Common Sense?

Well – Yes.  

But you knew that.

So why is it still so hard to keep your days running smoothly?



Because we’re human!

And it’s easy to fall into bad habits, or a rut, or 
whatever you want to call it!

But ultimately it’s up to YOU what you 
do with your Time!

Presenter
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And unforeseen things happen all the time, and it’s actually pretty hard to account for them in your day.  Unless you are psychic, but then they’re not unforseen are they?

Leaving a bit of time through the day can help, but sometimes it’s best to just acknowledge that things aren’t going to plan today.  Own it.  There’s nothing else to do, if all your other tricks don’t or can’t work.  Although before admitting to defeat, make sure you have exhausted all possible solutions.  But if there’s no way bump something, or delegate someone to pick up what you can’t do, or do things in batches …. Then it’s time for some damage control.  Re-schedule.  Apologize if necessary.  And carry on.



If you are a hobbyist or a dabbler – then it’s OK to not be 
concerned over how much time you spend on your stories.

But you are a WRITER

And Writer’s WRITE.

So get Writing already!

Just make sure to put it on your Schedule 

Presenter
Presentation Notes
Thank you!
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