T Tips for Time Management When Working from Home

T won dleexde 5o Begin o hoe-based bresiness, amd espectally if you
mamge 1o gual your noooal day job wiole doing so, you’ll be e moagque
sitmition For perhaps the frst time in your life, you'll be in total coniral
of 106045 of the e thal goes by each day.

*'oan woom 't have & supervisor lelling vou how bo spemid your time, and vou
won't even have specific deadfines that keep vou motivated and on pace
o gomnplele tasks 1 By s

Thes v of [eedom ¢am be & preal beewlil to o and & massive deadvantags 1o olsers. Tls diffeence
between these fwa types of indnviduals largely comes down to their stality (0 manage time effectively
By understinduiye e secres ol i managemen, vou can meaires B electivenss of Uis ime voi
spend warking, inrmmie conmion b waslas and altimebely hive more hme to do whalsver von wanl
o do. Here are some wiys howe

1. Flam shead - but nod to a Gt 1t's wise o plan abead Sor the magor igsks you want to sccomplish
caely day. Hesover, ereating & suinishe-by-nirote scbedube will not only ke @ bot of tume in itsedf 10wl
ulza mean that #ven & minor &straction or forced change in plans, which is often insvitablz, will trow a
e wiensh i yous schednle

L Priorities, prievities, prioritiee, ¥ow duly schedube should largedy consist of e most anportant
sk i wiml 1o acoonplish for dat day. My peopie like 10 assym thinr most it sl e
consaming tasks 1o the beginnimg of the day, when they're snergized and motivabed to wrork

3. Etinsinaie or consolidate less imparinnt insks Do voo really need 1o check yoor el 20 imes per
dhy? [s vasaling walh Brbendks an Favebook lakuy op more S e yoi pesliee? Ase vo spacing hoars
perfecting that graphic for your blog when the version yom came ap with 2 hoars ago would 've worked
fine? Elimmnsting or consobidsting taskes on the bottom of your peicnity list medes room or the anes on
k.

4. Do it righa the Arst timee. Comstanily saving “this is st a rough dmfl” about every lask vou do lsads
toone thing: doing every sk twice. Thene's always a place for revisions, but vse theen diciesesty and fry
to complele & task the way yom want il to be completsd the frsttime aroumd.

S, it wtart it already! Meny peaple din’l realze Tiew oel S ey dpend & eadg i upecimig. -
fimn taske [ reakity, this trme oomld be hetter spent st acoomplishing the ted. Remember that vicbmlky
evervihing can seeim diflsoal winl vou actually start o, a1 wdich pomt vour confidance levels nstursily
rise.

& Delegate tns:is carciully. "If yon want soeething done right, vou'd bater do it yourszlE " That old
sayirg 15 definitely tme of certain Things - after all, constanthy revismg work perfommed by others wonld
boeak our “Tho of right the first tupe” male. However, you inust leam bo place your tnust in ol and allow
them 0 help with tnsks when they re willing. Even a vounger cheld shonld be ahls 1o sssist with cegtain
tasks ratkber Lem sifling m Gomt of the TV while you work

7. Stay heatthy. Perhaps the biggest time waster of all 15 failing 1o keep your mind and body in proper
shape, Withowt amiple sleep, regular exegeise and proper posrition, vou'll be Fatigued and demativated by
the smplest of ks, Mimaging e effsctively 1507t just about having a lot of lme, bul rather what vou
dio with the fme vou have



