Hypnosis Works

YOU HAVE

SECONDS IN A DAY
HOW WILL YOU SPEND IT?
DON'T WASTE IT

Anti Stress Center

As the years go by, it seems many of us learn to value time so much more than prior years. Ironically,
many people agree that they maybe wasting a fair amount of it.

During my time as a clinical hypnotherapist, | have successfully provided hundreds of sessions in
the field of mativation and time management. It is always fascinating to me that when | reframe time
and how it is viewed, it generates even more value or worth. Utilizing time wisely then becomes a

constant priority, regardless of what the client uses the time for.

As | always say, ""There are only three ways to utilize time - spending time, sharing time and
wasting time". What are you doing with yours?

Stop Wasting Time

e Figure Out Your Goals - We're talking about "big-picture” goals for both your work and home
life. For example, you may want to find a better work-life balance, get more exercise, and be
more involved in your children's after-school activities. Once you know what they are, you can
break them into smaller tasks and focus on how to fit them into your life.

o Keep Track - It can help to take a week or so and note how long it really takes you to do things
you do all the time -- do laundry, make breakfast, make your bed. Most people overestimate
how long it takes to do something simple like take a shower and underestimate the time needed
for bigger tasks, like write a term paper. If you know exactly how you spend your time, you
may be able to manage it better.

e Prioritize
Put to-do's in 4 groups:

e Urgent and important
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e Not urgent but important
e Urgent but not important
e Neither urgent nor important

The goal is to have as few things under "urgent and important" as possible. Those cause stress when
they pile up. If you manage your time well, you'll probably spend most of your time on "not urgent, but
important” -- that's where you can get the most useful things done and keep from feeling overwhelmed
later.

e Schedule Your Day - Once you know just how long things take and what's most important,
start to plan things out. Be flexible. Do you get more done in the late afternoon or early morning?
Do you like to have your evenings free to relax? Are you more likely to do yardwork if you have
a chunk of time to do it all at once or spread it out over the course of a week? Think about what
works best for you, and don't be afraid to change things up.

e Do the Hard Stuff First - Mark Twain said, "If it's your job to eat a frog, it's best to do it first
thing in the morning. And If it's your job to eat two frogs, it's best to eat the biggest one first." In
other words, if you have something hard to do, get it out of the way so you don't have to worry
about it the rest of the day. At least that's how the author of one prominent time management
book understood it. He titled it "Eat That Frog!"

e Write It Down - A "to-do" list is tried and true. But you can use other todls, too -- the main thing
is to write it down somewhere. Whatever you use to keep track of things you need to do, it's
better to have just one and keep it with you wherever you go -- on your cell phone for example.
Some kind of list keeper or calendar app is probably on your phone already.

e Is It Worth Your Time? - Remember your big-picture goals and ask yourself if what you're
doing is likely to help you get there. For example, that extra hour spent at work on something
no one asked you to do might have been better spent at the gym or on the piano or at your
child's baseball game.

e Don't Cheat - If you schedule a work session at 9 a.m., stick toit - 9:17 a.m. won't do, even if
you work alone. Missing one start time will make you more likely to miss others. If you want
some flexibility, allow yourself a choice -- return emails or file papers, for example - but stick
with the schedule as ifit's set in stone. If you try it and find it doesn't work for you, you can
always change it.

e Just Start It! - If you feel a strong urge to put things off, find a way to push past it and take
even a small step forward. You'll feel better once you make a little progress and may soon find
yourself in a real groove. That's because your attitude often comes from your behavior -- and
your results -- rather than the other way around.

e All Your Time Counts - You've got a free 15-minute chunk of time before you have to be
somewhere -- time to surf the Web and check social media, right? You might be surprised by
what you can get done in that time. Four 15-minute chunks spread through the day is an hour of
productivity. And you'll feel better about kicking back later.

e Your Computer Can Help - Techndogy -- the Web, email, social networking sites -- can
distract you for hours on end. But it can help too. Look for tools to help you track and schedule
your time, remind you when you need to do something, or even block you from the time-sucking
websites that tempt you most.

e Set Time Limits - That is, set the most allowable time for the task. You may get it done
sooner, but if not, the limit helps keep you from overdoing it. Once you hit the limit, move on.

e Email: The Black Hole of Time Wasting - It can be a huge time suck and a source of
stress. Try "The Four Ds":

- Delete: If it doesn't concern you or isn't something you need to know, get rid of it.

- Do: Ifit's about something urgent or something that can be done quickly, respond toit.

- Delegate: If an email asks you something that's better taken care of by someone else, forward it to
that person and move on.

- Defer: If it's going to take more time than you have at the moment, set aside time for it later.

e Take a Lunch Break - It may seem "efficient" to work through lunch, but it can backfire. As a
general rule, 30 minutes away from your job will help you work better in the afternoon. If you're
not hungry, go for a walk outside or do some stretching. You'll likely come back with more
energy and focus.



e Schedule Good Stuff - The whole paint of getting better with your time is to make more time
for the things you want to do. Sprinkle fun, healthy, non-work stuff throughout your week to keep
you positive about your schedule and mativated to keep going. This includes breaks, snacks,
recreation, exercise, even vacations — especially when you finish an important task.

If you feel "stuck", unmotivated, lack confidence or your justready to get things
going, then my powerful self-improvement audio
"Discouraged To Encouraged in 7 Days" will help you!
50% OFF with YOUR CODE: metime

(Limited Time Offer - Discount will appear after you ender your code.)

Click Here to Check It Out!

Discouraged
to
Encouraged
in

/DAYS

ScoTT LEA, CH.T

30 MINUTE
SELF IMPROVEMENT AUDIO
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More About Hypnosis

Sources: WebMD - Reviewed by Smitha Bhandari, MD
American Psychological Association: "Where do the hours go?"”
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NHS Choices: "Easy time-management tips." /Brian Tracy: "Eat That Frog!"
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