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It is a curious concept that time can be managed. 
Essentially the only thing that we can really manage
is ourselves and our attitude towards time. What is 
generally agreed is that there isn’t enough available
for most of us. So here are a few creative tips for 
improving your relationship with time. 

We hope you find the time to read this.



The problem is that working long hours very quickly reduces 
productivity and there have been ‘proper’ scientific studies 
to prove it.

So finding ways to compartmentalise work time and relaxation 
time, with an emphasis on leisure, is ultimately beneficial 
to business.

Love what you do

If you are a solopreneur or self employed, it is tempting 
to work all hours and forget to factor leisure time into 
your life, sometimes arguing that you put so much 
time into your business because you love 
what you do.  
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Our brains start to clog up with too much information at that point and if 
we push on through we become less effective and productive, our focus of 
attention spontaneously drops out once that optimum period has passed.

Ten minutes of a different, refreshing activity brings us back to optimum 
working levels.  

Take a break!

When working, take time out. Again, scientific studies indicate that 
we have an optimum 90 minutes before we need to take a break.  
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Real time seems to pass at a different rate to time. This 
happens when we are in ‘flow’, an enjoyable state that 
happens when we are fully tuned to whatever we are 
doing and where we are.

It is a relaxed state of awareness - focused and absorbing.

We have the resources we need and we are enjoying 
the process of doing what we are doing. 

We are more likely to experience these moments when 
we are operating in a relaxed frame of mind.

Time distortion

Taking up practices that relax and focus the mind can create an increased 
ability to enter a state of flow. Meditation is one of the most widely used 
practices for creating this kind of relaxed awareness.
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Whether you are a director, manager or self employed 
solopreneur, it’s really important to know your strengths. 
Wherever possible delegate or outsource to people 
whose strengths will take care of the areas in your
skills base that aren’t your forte.  

There can be financial benefits to this approach if your time costs more than 
the skills you are buying in.

But even if it isn’t a financial consideration, you are still benefited by having
more time (and leisure time) to use in the most effective way by focusing 
on your strengths.

Know your strengths
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Procrastinating is something no one likes to admit to 
for fear of being judged as lacking in some way. 

The truth is that procrastination is useful as a signpost to improvement  
and growth.

Sometimes we procrastinate because we have personal blocks that 
we need to overcome – perfectionism paralysis, fear of failure, fear 
of success and such like.

Sometimes we procrastinate because some deeper wisdom is at work 
– it looks like a good idea on paper but it might be a bad move in the 
long term, something that mere logic cannot foretell.

Either way a life coach or business mentor will provide some good 
questions and, once its true message is revealed, the procrastination 
will disappear.

Wasting time
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According to a palliative care nurse there are five key 
regrets that we express when we are terminally ill – 
‘I wish I had... been true to myself instead of doing 
what I thought was expected of me; worked less; 
expressed my feelings; stayed in touch with 
friends and let myself be happier’. 

I wish I had...

Ensuring these wishes come true necessitates more free time and 
an attitude that makes us determined to find a balance between 
work and leisure that meets our needs.

In recent years there has been experimentation with a four day work
week and part time working. 

What emerged was the reality that when we work less we work more... 
productivity increases, morale improves, wellbeing peaks and we find 
ways to make our money work for us to provide even more free time. 06Fiscal Engineers / Little book



Is all you need to do your work an internet connection 
and a laptop?

If that is the case then you could probably take a completely different 
approach to time management.

You could work in exotic locations (providing there’s an internet  
connection of course). You could work flexible hours - a little bit 
of work every day or a lot of work over fewer days.

You could alternate 90 minutes work with 90 minutes leisure to 
maximise concentration.

Even some regular office jobs can lend themselves to flexible working 
patterns and locations - be creative and suggest it. The best selling point 
over your employer is that they will actually get more from you if you  
are allowed to manage your time in an unconventional way.

Do it differently
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Managing your tasks can be treated with the same attitude. 

Completing your daily tasks in bursts can aid you with staying focused. 

Organising specific time slots will make sure one person or task does
not dictate your entire day.

It might even remind you to actually take a break once in a while. 08

Good time managers will only allocate their time to those who 
deserve it. Learning to say ‘no’ can be one of the most powerful 
words in your business vocabulary; it can ensure you don’t get 
snowed under.

Stay organised
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What activities would enrich your life and increase your aliveness?

Discuss with a mentor or life coach or take a self-development course 
or two. It may be that you need to let go of anything that doesn’t fulfil 
you and begin a new chapter in your life. 
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How much TV watching do you do? How many hours 
of pastimes like computer games that zone you out and 
distract you from realising that your life is not fulfilling  
or meaningful?

Examine your needs
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There is a saying that is intended to emphasise that being centred 
in the present moment is the least stressful way to live - “the past 
is history, tomorrow is a mystery and today is a gift, that’s why it’s 
called the present”.

Carpe diem

Carpe diem, they say!
But in addition to living with a focus on the here and now make  
sure that you live intentionally.  

Be present mentally in whatever you’re doing.

Seize the day and apply yourself with 100% of your attention.

This is a good moral for life in general - treating all of life’s  
experiences with the utmost enthusiasm.
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