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Balanced Equation is brought to you by

4 TIME MANAGEMENT TIPS  
To Help Balance Your Day
In today's fast-paced world, time management is a crucial skill that can increase  
your productivity and overall quality of life. But what are the best ways to go  
about tackling what you need to accomplish—especially when it feels like  
things keep piling up?

These four tips can help.

PRIORITIZE YOUR TASKS
One of the most important aspects of effective time management is 
prioritization. And while various prioritization methods exist, one of 
the easiest to implement is the Eisenhower Matrix.1

This system, attributed to President Dwight Eisenhower during his 
time as commander-in-chief during World War II, has you categorize 
tasks into one of four quadrants: important and urgent, important 
but not urgent, urgent but not important, and neither important  
nor urgent.

Sorting your to-do list into these categories can help you visualize 
and organize the highest priorities you have on a given day, allowing 
you to have a clearer focus on what's most important instead of 
allocating your time to less critical activities.

BLOCK YOUR TIME IN ADVANCE
Time blocking is a time management strategy that's especially useful 
for maintaining focus and productivity. It involves scheduling every 
productive hour of your day in advance by dedicating specific blocks 
of time to specific tasks.2

By knowing what you’re going to do and when you’re going to do it 
in advance, you can reduce distractions and stay in the zone of what 
you’re working on until its block of time ends.

Printing out your schedule and keeping it in front of you while you’re 
working can help keep you on track. And don’t forget to pencil in 
time for the minor stuff too so things don’t fall through the cracks.

LEARN TO SAY "NO"
Understanding your limitations and prioritizing your existing 
commitments is essential… which is why learning to say "no" when 
asked to do something beyond what you have the time or mental 
energy for is a useful skill.4

It's natural to want to lend a helping hand when you’re able, but 
it’s important to be realistic about how much time an unexpected 
new task can add to what you already have on your plate. Politely 
declining requests that are not in alignment with your goals or 
schedule can help you protect your own valuable time for activities 
that are more helpful in achieving your goals.

Effective time management is essential for achieving your goals 
and maintaining a healthy work-life balance. By trying a few of 
these tips, you can start improving your productivity to make 
the most of your time each day.

SET SMART GOALS3 
SMART is a useful acronym to keep in mind when trying to figure out 
the best way to approach a goal or challenge. When you plan your 
objectives using SMART criteria, you have a roadmap to follow and a 
better understanding of how much progress you're making.

Standing for:

The SMART method can significantly enhance your time 
management skills by providing clearer direction and motivation.

MEASURABLE 
Tracking progress in a concrete, objective way

ACHIEVABLE 
Being realistic about what you can accomplish 
given your current skills and circumstances

RELEVANT 
Choosing something that will actually move 
you closer to the direction you want to go

TIME-BOUND 
Having a time-frame in mind for 
accomplishing the goal

SPECIFIC 
Setting clearly defined goals

Urgent Not Urgent
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