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12 top tips for
time management at work

Stuck for ideas on how to manage your time more effectively?

This will remind you of the steps you should take.

Learn to
say no

Really, it'll be
invaluable to you.

Block off your
time so you can't
be disturbed

Use a ‘do not disturb’
sign, headphones or
a quiet room

Build in time for
interruptions

Work can't help but interrupt
us sometimes, so take that
into account when you
plan your day

Engage in
deep work, not
half-work

This '21st century
superpower' increases
productivity.

Plan for breaks

We're not machines and
need time to refresh and
recharge to maintain
productivity levels,
so take those breaks.

Carry out a
time audit

Because the only
way to truly manage
your time is to figure out
how you're using it.

Set realistic
time limits
Want to prevent distraction
and being overstretched?

Set time limits and make
them realistic.

Group similar
tasks together
An easy way to stop
those tasks interrupting

your flow — deal with
them all together.

Worst out
of the way first
The sense of achievement

will motivate you for
rest of the day.

hello@virtual-college.co.uk
+44 (0)1943 605 976
virtual-college.co.uk

> Virtual College



