
The EDGE is thoughtfully designed to personalize business and create a thriving, 
sustainable culture through our four cornerstone pillars:

Engagement  |  Development  |  Gratitude  |  Experience
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Are you feeling overwhelmed by
the demands of each day? With an
ever-growing to-do list do you feel
like you’re never going to catch up? 

Our culture – especially our work
culture – thrives on being busy. 
On being productive. But are busy
and productive the same thing? 
Of course they’re not.

Don’t give up. Learn how to
manage your work, not your tasks.
Gaining control of your time is not
only do-able, it’s easy once you
know how.

Trash your to-do
list...and take 
control of your time!

BUSY IS NOT 
A BADGE OF
HONOUR

DEVELOPMENT Learn these time
management techniques: 
1. Prioritize & plan
Take a long hard look at your to-do list. Can you group some items
together? Can you prioritize by critical tasks you are best suited to do, and
those that can be delegated to others?

2. Track your time
Start carefully tracking how much your activities take. When you’re done, sit
back and honestly assess if you spent more time than you thought - did you
try to perfect the work too much, or did you simply underestimate the
amount of time?

3. Avoid time sucks
You need to track these too. How much are you spending on social media?
In water-cooler conversations? In complaining or managing employee
complaints. Track all of this. Some of it may be critical for your work. Some
of it may be dragging you down. That's what you want to minimize.

4. Curate notifications and subscriptions
Allow only the ones that REALLY matter. It’s a hard habit to break, so be
brutally honest about whether you need them. If it’s not life or death…or
completely central to your work or personal life…turn it off or unsubscribe.

5. Trash your to-do list...start time blocking
Block off time in your calendar for critical tasks. Close your door when you
need to concentrate. Add space between meetings and tasks for catch up
and prep time.

READY
FOR 
MORE? 

Get in control of your time with Our Forté
Book a call with Ashlee now to ask about a workshop
or 1:1 sessions to find freedom in your schedule.
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