
	



 
Do you ever feel like you spend the whole day working and 

you don’t feel like you got anything accomplished?? 
                      

I felt that way until I realized something. I needed a plan. 
I’m sharing with you my top 4 helpful tips that helped me to become better 

at managing my time and how you can, too. 
 

1. Do a hard job first.  
Growing up, my mother told me this story of her friend who was so efficient, her house was so 
organized and clean.  My mother asked her, “How do you get it all done?  What’s your secret?”  
Ya’ll ready for this? This was her ‘secret’: JUST DO IT.  Simple, yet true.  
 
Procrastination tends to be my constant companion, but this friends voice is in my head.  
JUST DO IT.  So, I do.  First thing every morning, I do a house chore that I dislike. Do it and 
get it done.  Bonus: You will feel so accomplished!  Baby steps, here ya’ll.  

 

2. Set your timer.   
My kitchen oven timer is my BFFAE. I will set my timer for 30 minutes, 1 hour, or 2 hours 
depending on the work I’m doing.  It just helps to help you to work hard at completing a 
task.  The other day, after I worked on planning for the podcast in the morning, I set my 
kitchen timer for one hour.  That sounds like a long time, but I had spent roughly three 
hours on the podcast.  So, it was time to pick up the house!  I did all I could think of in the 
house during the hour.  I picked up, mopped and did the dishes that had been in the sink 
since the morning.  And, when that hour was up?  I rewarded myself with something that 
was enjoyable to me.  A few minutes with a good book I was enjoying reading.    
Grab your timer on your phone, or set your oven timer, and let’s GOOOO! 
 

3. Batch your days. What I mean by this is you are doing similar things on a selected day.  
If you are a stay at home mom, if you have a small business and work from home, if you 
work outside of the home, or if you do all of the above, this is a GREAT tip for you.  I have 
integrated this into my life recently and it’s a game changer.  For my working days, I have a 
web site content day, a podcast recording day, a podcast editing day, a podcast 
sponsor/email day.  For taking care of my home, I batch my work as well.  Mondays and 
Fridays are laundry days, Tuesdays are clean the bathroom days, Wednesdays are floor 
days, etc. This doesn’t mean you cannot do any of those things on any other days, it just 



means you focus your mind on similar tasks during a stretch of time.  This has been a 
GAME CHANGER for me and it will for you, too!   
 

4. Be creative.  Set guidelines on your phone for time on social media.  The average person 
spends an average of over 2 hours on social media per day.  This was me.  The settings on 
my phone showed me how much time each day I was spending scrolling was eye-opening.  
I also have adjusted to only get on Voxer during times I am doing mundane tasks, for 
instance, emptying out the dishwasher, putting my makeup on, sitting in the carpool line, 
etc.  Someone(thing) else will be the boss of your time if you let them.  Be the boss of your 
time.    

 

Someone(thing) else will be  
the boss of your time 

 if you let them.  
Be the boss of your time.  

 
After putting these tips into action, you will be productive, feel 

accomplished at the end of your work day, and will have extra time to focus 
on what matters most to you. 

XO, Wren 

 
 
 

 
 

              
                                                    


