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‘ 7. “OH! But | don't have time!” \

Dr. Elavatsala Sharma
Psychiatrist & Psychotherapist

Serenity Neuropsychiatry clinic

Shop no.1, Second Floor, Galaxy hub,

Beside Linde house, Near Nilamber Triumph

Circle, Gotri Bhayli Road, Vasna, Vadodara.
™ 7043365111 BX4 drvatsalaela@gmail.com

Do you often feel?
1. Asthoughyou are not using your time as effectively as
you could be?
. You can lose hours at a time without having
accomplished any of your goals?
. You feel like you spend more time procrastinating
than actually getting work done?
. You often miss deadlines because you miss manage
yourtime?
. Often feel stressed out so much with too much work or
too many responsibilities?

Poor time management skills can really affect your
physical and mental health over time and creates a
continuous amount of stress.

So the trick is to organize your tasks and use your
time effectively and efficiently to get more things done
each day. Thisreduces stress and improves productivity.
Time management skills take time to develop. So here

=00 r XX
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are few ways to improve your time management skills

andincrease productivity:

1. Create a schedule: Make a simple “To do list” before
starting your day. Make sure these tasks are attainable
too.

. Prioritize work: Before starting your day, always make
a list of tasks that need immediate attention. Don't
waste your time on unimportant tasks as they might
consume a lot oftime and energy.

. Setup deadlines: Make realistic deadlines and stick to
it. You can use sticky notes which acts like a visual cue.
Challenge and reward yourselfto meet deadline.

. Deal with your stress consciously: Use some
productive ways to deal with your stress like for
example; listening to music or doing any hobby, calling
afriend, exercise and meditation etc.

. Avoid multitasking: Multitasking hampers productivity
and thus should be avoided to improve productivity.

. Take regular breaks: Whenever you feel tired and
stressed, always take a break, as it will help you relax
and get back to work with much more energy,
motivation and enthusiasm.

. Overcome habit of procrastination: It takes time and a
lot of skill to learn to overcome procrastination. We
tend to procrastinate when we feel bored or
overwhelmed. Try to schedule in smaller, fun activities
throughout the day to break up the more difficult tasks.

8. Delegate tasks: Many times we take more tasks than
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we are capable of completing and thus often feel
stressed and burnout. Delegating tasks to others
according to their skills and abilities helps in freeing up
time, preventing burnout and makes a good team work
too.

. Learnto say 'NO'": especially when you already have
too much on your hands. Do not make unnecessary
commitments which you cannot fulfil.

Use these strategies for few weeks , practice them
regularly and see ifthey help you.
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