
ver the last few months, we’ve been talking  
about how to handle feeling overworked and 
overwhelmed (a pandemic will do that to you!) 

It’s easy to feel like there are not enough hours in the 
day to get everything done … because it’s true!

Once you accept this fundamental truth—that you really 
can’t get everything done—you can let go of the stress of 
believing that somehow you should be able to. 

WE MUST CHOOSE HOW WE SPEND OUR TIME
Once you’ve chosen to let your unrealistic expectation go, make 
decisions about how you’re spending your time so that you’re  
getting the right things done. How we choose to spend our time  
makes all the difference. 

SELF-MANAGEMENT IS MORE IMPORTANT THAN  
TIME MANAGEMENT  
Every one of us has the same amount of time each day. There’s no  
way to store, borrow, save, or increase time. The only thing we can 
do is to decide how to use it. It’s all about knowing how to manage 
ourselves to make the best use of time.
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“ The bad news is time flies.
The good news is you’re the pilot.”

– Michael Altshuler
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Tips for managing 
yourself—and as a 
result—your time:

Keep your promises 
Do what you say you’re going to do by 

being careful about what you commit to doing. 

Focus on what you can control 
When the unexpected comes up,  

and it always does, ask what is the best action 
to take now?

Put first things first  
Block your calendar to work on 

your most important tasks but keep some 
flexibility to support teammates and 
unexpected priorities.

Meet with yourself  
Schedule an hour a week to review 

progress on important priorities and to  
plan for the next week. 

Take care of yourself  
Eat well and get enough rest; take 

breaks to recharge with a short walk or glass 
of water. You can’t do your best unless  
you’re at your best.

Don’t multitask  
Somewhere along the way multi-

tasking became a badge of honor. The fact  
is we are wired to do one thing, and then 
switch tasks. Multitasking requires energy  
to refocus which wastes time and energy.

Another way to think about self-
management is to consider how a compass 
can guide you compared to a clock.  
A compass offers direction and vision 
about what is important, whereas a clock 
tracks your appointments and activities. 
The compass must come first. Be clear 
about your priorities and where you need to 
be headed. The most empowering thing to 
remember is that you decide what you  
say yes to. You get to choose how you spend 
your time; what you say yes to  
and what you say no to.
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The most 
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to remember is 
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