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Learning objectives

At the conclusion of this session, attendees will be able to:
« Align daily activities with their values and most important goals

* |[dentify common time-wasters that keep them from achieving their
goals

« Apply 1 new strategy to work more efficiently
 Demonstrate organization skills to boost their productivity
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productivity tips
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Self-Awareness
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Sleep Hanging with friends
Exercise

ygiene
Media

Eating Transportation

Hobbies Chores Helping family
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Importance

Urgency

Delegate  Eliminate






Make a To-Don't List

* Attend meetings without a clear need.
*Meet in person when phone will do.

* Take on activities that keep me from pursuing
goals.

*Hang out with people that suck the life from
me.
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My Weekly Planner Dates:

Sunday Monday Tue=zday Wedne=zday Thur=sday Friday Saturday

7:00 AM

730

8:00

8:30

S:00

9:30

|
10:00
10:30
11:00

11:30

12:00 PM

12:30

1:00
1:30
2:00
2:30

3:00

3:30

4:00

- your most

5:30

6200

- Important

730

8:.00

= tasks

9:30

10:00

10:30

11:00

Notes:










Don’t Sweat the Small Stuff
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