FOR PRODUCTIVITY
AND TIME MANAGEMENT

SET CLERR GOALS:

. Define your objectives and prioritize tasks to
» focus on what matters most

Organize tasks by importance and urgency
to stay on top of your responsibilities

. Allocate specific time periods for tasks, and
 avoid multitasking to maintain focus

. Tackle difficult tasks first and break them into
* smaller, manageable steps

. ldentify and eliminate distractions, such as
» social media or unnecessary notifications

. Schedule short breaks during work to refresh
* your mind and prevent burnout

. Share workload with others when possible
* and leverage teamwork to achieve more

PRIORITIZE SELF-CRARE:

. Maintain a healthy lifestyle with proper sleep,
* nutrition, and exercise to boost productivity

USE PRODUCTIUITY TOOLS:

. Utilize apps and tools for task management,
+ time tracking, and setting reminders

REUVIEW ANUD REFLECT:

. Assess your progress, learn from successes and
¢ failures, and adjust your approach accordingly
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