TIME MANAGEMENT e

these powerful techniques

-
‘2 E N I RE PRE N E U Rs tailored for busy entrepreneurs.

BY PATRICK GAMALIEL

s Pomodoro Technique A
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Elon Musk uses
intense focus
periods for tasks,
akin to the
Pomodoro
Technique, to
manage his multiple

A time management method that usesintervals
of focused work with short breaks.

APPLICATION

Work Session: Focus on a task for 25 minutes.

Short Break: Take a 5-minute break.
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Repeat: After four cycles, take alonger 15- ventures.

minute break. Seccccccccccacaa -
— Time Blocking f etample:

Allocating specific time slots for different tasks

throughout your day. Bill Gates uses time

blocking to
segment his day
into minute-by-
minute schedules.

APPLICATION

Identify Tasks: List out all tasks.
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Allocate Time Blocks: Schedule each task into
your day.

________________

= Stick to the Schedule: Follow the planned blocks, but allow for flexibility.

The Four Ds of Time Management

A decision-making framework to prioritize tasks. T\
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Do: Immediate tasks. Richard Branson

Delegate: Tasks someone else can handle. effectively
delegates tasks to

Defer: Schedule non-urgent tasks for later. focus on strategic
decisions.

Delete: Eliminate unnecessary tasks.

Eisenhower Matrix

Prioritize tasks based on urgency and importance.

APPLICATION

Urgent & Important: Do it first.
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Dwight D.
Eisenhower, who
the matrix is named
after, used it to
manage his
presidential duties.

Neither Urgent nor Important: Eliminate it. cemccccccm—————— .

Important, Not Urgent: Schedule it.
Urgent, Not Important: Delegateiit.
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Mindfulness & Meditation

Enhancing mental clarity and focus through
mindfulness practices.

APPLICATION

Start Small: Begin with a few minutes a day.

Oprah Winfrey
practices
meditation to
maintain focus and
reduce stress.
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Use Guided Meditations: Leverage apps for
structured sessions.

Create a Quiet Space: Establish a consistent meditation spot.

The 80/20 Rule (Pareto Principle)

v 9:00
By v 12:00 Focus on tasks that yield the most significant
v 16:00 results. ‘ o m
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APPLICATION

Identify High-Impact Tasks: Determine which
20% of tasks produce 80% of the results.

Prioritize These Tasks: Focus your efforts on
these vital activities.

Tim Ferriss uses the
80/20 rule to
maximize
productivity and
effectiveness.
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Delegate or Eliminate the Rest: Streamline or
delegate less impactful tasks.

Example Workflow

A Day in the Life of a
6:00 AM - 6:30 AM:

Mindfulness & Meditation Productive Entrepreneur
Mindfulness & Meditation The Four Ds Efficiently

A Begin with a 30-minute 4 manage emails by 4
meditation session to clear categorizing them (Do,

the mind. Delegate, Defer, Delete).
\\ 3:30 PM - 5:00 PM:
Client Calls and Follow-Ups

J
géeigwﬁm }Z,}.otge%m' Time Blocking Allocate this
block for client calls and

Eisenhower Matrix Review Time Blocking Team follow-ups, ensuring all
and categorize tasks by meeting for project communications are
kurgency and importance. y updates. handled efficiently.

5:30 PM

Evening Reflection

Mindfulness &
Meditation End
the day with a
reflection session.

5:00 PM - 5:30 PM:
Review and Adjust Tasks
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7:00 AM - 8:00 AM:

Exercise and Breakfast

12:00 PM - 1:00 PM:
Lunch Break

The Four Ds Review and
adjust tasks for the next
day.

Time Blocking Exercise and
breakfast.

Time Blocking Lunch break.

1:00 PM - 3:00 PM:
High-Impact Task Focus

8:00 AM - 10:00 AM:

Deep Work Session
80/20 Rule Focus on high-

impact tasks that yield v
significant results.

Pomodoro Technique
Focused work session for
business strategy (25-
minute intervals with 5-
minute breaks).
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