
How to Save Time at Work to Become More
Efficient and Productive

Less wasted time
More time for leisure and relaxation
Better lifestyle
Improved morale
Improved production
Less procrastination
More opportunity for growth
Improved focus
Positive reputation & better evaluations
Reaching goals faster
Getting home on-time more often

ISaving time is like saving money. The tiny bits add up! Saving
a minute here, saving a minute there, will add up to significant
amounts at the end of each day, week, and month! What can
you do with that saved time? A lot! Being efficient with time
can open up more opportunities, help you seem reliable, and
help you get home on time.  Effective use of time is critical in
our lives because we can never get the time back that we have
lost. Effective time management will lead to:
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Save Time at Work (cont'd)

I will make a priority list every single day at work for the top 3 to 5
things I must have accomplished each day. 
I will not use my telephone for social media at all while I am at work to
not lose focus and concentration.
When I have downtime, I will ask to learn a new skill or trait that can
eventually help me get a promotion.

1) Make time-saving a priority. 

If you want to save time at work, you have to prioritize it. Set a goal for
yourself that is measurable, attainable, and timely. Once you make saving
time the main focus, you'll notice yourself doing everything you can to
work toward achieving it. Here are 5 examples of SMART goals for saving
time at work from which you can choose:

2) Curtail side conversations and personal
conversations. 

You will be surprised by how much time is spent at work doing non-work
things. When you track your time for a week, you'll realize how much
conversation happens on the telephone or in-person about things that are
not related to your work. The workday is ending and you are asked if you
accomplished a task or project you were assigned. If you reluctantly say
you did not have time to finish, stop to think about how effectively you
used your time. If you did everything you could to finish the task, you did
nothing wrong. If you spent time on activities that were non-essential, you
have to change your work habits. 

3) Have top priorities of the day written on a list to
focus on those key activities. 

You probably have so much to do at work that you'll never finish all the
things you need to get done to be completely caught up. With that being
said, make sure you accomplish the most important things that must get
done for the day by making a priority list. The list can include 3 to 5 things
that you absolutely must do, despite distractions, telephone calls, emails,
etc. By the time it's the end of the workday, all activities that were not
accomplished can wait until the following day.

CLICK HERE TO READ THE REMAINING STRATEGIES AND IDEAS.
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Please click here to download pdf
version of this document.
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HOW TO LIVE BELOW YOUR MEANS AND
ACHIEVE YOUR FINANCIAL GOALS

Are you try ing to save some money but  having di f f icul ty
with the process?

Do you have s igni f icant  f inancia l  goals  to achieve and need
some strategies to make them happen?

Do you want  to get  some ideas and t ips on l iv ing below
your means?

I  wi l l  save $500 in my savings account  wi thin the next  12
months .  
I  wi l l  go on 1  b ig t r ip/vacat ion within the next  18 months .
In the next  10 months ,  I  wi l l  pay of f  $600 in debt .
I  wi l l  pay of f  my car  in 24  months .
Within the next  12  months ,  I  wi l l  only spend $400 on
clothes and shoes .

Quest ions

Money is  a  f in i te  resource .  Our needs and wants  are p lenty ;
however ,  the real i ty  is  there s imply is  not  enough money to
purchase everything we need r ight  on the spot .  There needs to
be planning ,  se l f -d isc ip l ine ,  and consistency in spending
habi ts .  Otherwise ,  overspending and over indulging may lead to
more stress and chal lenges in the future .

L iv ing below your means can help you meet  your f inancia l
goals .  Whether  you want  to go on more vacat ions and tr ips ,
save for  your chi ldren 's  educat ion ,  pay of f  debt ,  or  achieve any
other  f inancia l  goal ,  these strategies wi l l  help .  

1 )  Set  rea l is t ic  f inancia l  goals  to s tay
motivated and sel f -d isc ip l ined f inancia l ly .

Here are some f inancia l  goals  you can set  for  yoursel f :

2 )  Set  a  budget  every month and st ick to i t .

Liv ing below your means requires you to bui ld  se l f -d isc ip l ine
with spending.  To be disc ip l ined with money ,  you must  be
organized with your earnings ,  spending ,  and invest ing .  A
budget  is  just  a  way to t rack how much money is  coming in
and how much money is  going out  each week ,  b iweekly ,  or
monthly .  The budget  form can be done by hand or  on the
computer .  The idea is  to watch exact ly  how much is  coming in
form of  income and how much is  going in form of  expenses .

-CONTINUED ON NEXT PAGE
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LIVING BELOW YOUR MEANS
(CONT'D)
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THESE WALL
DECORATIONS WILL

INSPIRE AND EMPOWER
WOMEN IN YOUR LIFE

WHO ARE WORKING HARD
TO PURSUE THEIR GOALS

AND DREAMS!





CLICK ON THE IMAGE TO
LEARN MORE.

A new diamond r ing
A new designer purse
New f ixtures for  the bathroom
The latest  edi t ion of  the phone you current ly
have 
The la test  vers ion of  a  game stat ion
New furni ture for  the of f ice
Upgraded ki tchen appl iances

3 )  Save for  the unnecessary ,  but
enjoyable things you want  to get .

Pract ice delayed grat i f icat ion.  This  is  again where
sel f -d isc ip l ine comes in concerning spending
habi ts .  Let ' s  say you want  to get :  

These are not  essent ia ls ,  but  things you want  to
have to l ive a  l i t t le  bet ter !  You deserve a l l  the
newest  and best  th ings in l i fe .  I f  you are on a t ight
budget ,  however ,  save before you buy -  delay that
sense of  grat i f icat ion unt i l  you have enough saved
to make the purchase .  Buying on credi t  puts  you in
a bind for  months and years  to come.  The interest
a lone on those cards and loans can add up to
hundreds of  dol lars .  

4 )  Put  a  monetary l imit  on personal
rewards .

Rewarding yoursel f  for  things is  a  great  idea ,
especia l ly  i f  you accompl ish a  major  goal  in  l i fe ,
l ike f in ishing a col lege degree ,  get t ing a promotion ,
or  f in ishing a DIY pro ject .  In  l i fe ,  we set  goals ,  set
act ion plans ,  and monitor  our  progress .  When we
meet  our goals ,  we should celebrate our success .
However ,  ce lebrat ions must  be planned.  

5 )  Have money put  as ide for
emergencies .

Without  having money put  as ide for  emergencies ,
and replenishing i t  a f ter  use ,  you are r isk ing the
chance of  spending outs ide of  your budget .  In  other
words ,  you have to borrow money or  se l l  something
to be able to af ford the unexpected expense.
Borrowing money may cost  you more in interest
over  t ime.  Sel l ing something may not  be the best -
case scenar io because you have to give up
something in order  to cover  the cost  of  the
emergency.  

https://efficiencyandorganization.com/products/ols/products/wall-decor-efficient-organized-prioritized
https://efficiencyandorganization.com/products/ols/products/wall-decor-strong-efficient-productive-organized-planned-empowered-time-managed-woman
https://financeoverfifty.com/avoid-lifestyle-inflation/
https://efficiencyandorganization.com/all-about-goals-1


LOOKING FOR SPECIFIC
WAYS - CHECKLISTS - TO

HELP GUIDE YOU ON YOUR
JOURNEY TO BECOMING

MORE EFFICIENT,
ORGANIZED, PRODUCTIVE,
AND WELL-MANAGED WITH

TIME?  HERE IS A BOOK
THAT HELPS YOU DO ALL

THAT!

Click here to 
get your copy!

https://www.amazon.com/Efficiency-Organization-Achieve-More-Life/dp/1955368058/ref=rvi_1/147-4590093-6215837?pd_rd_w=ZLqbj&pf_rd_p=f5690a4d-f2bb-45d9-9d1b-736fee412437&pf_rd_r=DMY05A1RS6WYF0YGRSRH&pd_rd_r=7522bc76-94bb-41f5-9e2d-07ba6ccb92d5&pd_rd_wg=BmtyA&pd_rd_i=1955368058&psc=1
https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
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CLICK HERE TO READ THE ARTICLE  IN  MORE DETAIL .

https://efficiencyandorganization.com/books-and-publications/f/10-ways-to-cope-with-heavy-stress-and-lifes-difficult-situations

