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TIME MASTERY

TIME CANNOT BE MANAGED!

But You Can Manage Your Activity!
‘Time Management’ is a term that is banded ’
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around on an almost daily basis. As is hearing
people say ‘there isn't enough time in the day", or
‘I wish | had more time"... But time is an illusion!
We each have all the time there is! The homeless
person has the same 24 hours in the day as the
millionaire, or the single mum working three jobs,

or the teenager studying for their exams...
There is only 24 hours in a day!

It is what we each do with those 24 hours that makes the difference.

And that is what Time Mastery is all about.

Time Mastery will give you a selection of techniques to make the most out of each
day. Some might not work for you, but the majority willl And while each technique will
give you improved results on its own, when you combine them and turn them into
habits, they will make some massive changes to your life!

Imagine being so much more productive and efficient each day that you free up 1 or 2
hours every day to do what you want with?

Start dreaming about what you will do with those extra hours, because they are on
their way to you very soon!

And to help get you focused and motivated to give each technique a go, with effort, |
want you to use the space below to make a list of all the extra things you would love
to be doing right now that you feel you currently don't have time to do...

IN MY FREE TIME | WILL...
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THE TECHNIQUES

To hear more detail about each of these techniques, get in touch, or visit my website to look at the full
Time Mastery course.

TECHNIQUE 1: Get Done Lists
— j You've heard of To Do Lists, but | find To Do Lists carry a
i Gc7 Do Dome ot Done weight of demand and resentment with them...
| wur M Don't you?

| : % So the alternative is a Get Done List!

It is the same sort of idea, you write things on a list that you
need to get done, but you hold the mindset that you GET to
do them rather than have to do them!
See the subtle difference?
A Get Done List can be as simple as a white board, or a
spreadsheet, or a notepad, but the key is to be able to

move each item across as you do them and then collect
all the GOT DONEs at the end of the day!

TECHNIQUE 2 : Prioritising

Get Done Lists can be further upgraded and be made even more powerful...

By prioritising your list.

Each evening, write down your to Get Dones for tomorrow. Then look critically at that
list and ask yourself;

“Which are the most important?”

“What things on this list will make the biggest impact on my life / business?”

Those things then go at the top, and tomorrow you start with the first thing on the list
and you ignore everything else until it is done. Then you move onto number 2 and
focus on that until it is done.

This means that the most important things will get done and you will have an even
more productive day!

TECHNIQUE 3: Ten Minute Tasks - 9

10 minute tasks are really helpful when you notice that you have gone
off task. When you are procrastinating and you need to snap out of it.
So when you notice you are procrastinating, you hear that little voice
saying “shouldn't we be doing....." its time for you to retake control.
The most effective way to do this is to count backwards from 5 and then take a deep
breath and walk away from whatever you are doing.
You then get on with a 10 minute task, which is anything that can be completed in 10
minutes or less, and will therefore give you a feeling of accomplishment. By getting
the task completed, you have done something productive.
You can use this good feeling to get yourself back on task with whatever it was you
were supposed to be doing.
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THE TECHNIQUES CONT.

To hear more detail about each of these techniques, get in touch, or visit my website to look at the full
Time Mastery course.

TECHNIQUE 4 : Pomodoro

The Pomodoro Techniques was developed in the 1980s. The
idea is that you use a timer to help you focus. You work for 25
minutes, then take a 5 minute break as soon as the timer goes
off. You don't finish whatever you were doing, you simply click
save and move away.

During your break you do something unrelated. At the end of the
break, you dive straight back into your work.

Because you know you will be getting breaks at set times, you are more focused and
productive during your working times.

TECHNIQUE 5 : Accountability

Humans are inherently lazy. And as such if there is any reason NOT to do something
we know needs to be done but we don't overly want to do, we will simply not do it!
But having an accountability partner is the key to your success!

Yes, we can hold ourselves to account to a point, but being held to account by
someone else is even more powerful! When we have to report to someone else
about what we have to do and whether we have done it or not, we are more likely to
get it done.

TECHNIQUE 6 : The 3-3-3 Approach

The 3-3-3 approach was first developed by Bob
Templeton in order to reach his goal of earning $3million,
How We Can Why We Can't in 3 days time, in just 3 hours, in order to help the people

*YOUR TARGET GOES HERE®

of Barrie rebuild after a Tornado wiped out their town.
The approach is such that you write the target at the top
and then have two columns; one with ideas for how you
could reach that target, and the other with reasons why
you can't. The key point is the “Next” approach; you say
next to any idea or criticism put forward as to why an idea
can't be done to reach the goal, hence the big cross under
that heading of the table.

This approach enables your intuition to tune into the
infinite and glean ideas of how you could reach your goal,
by focusing on how you could rather than reasons why
something wouldn't work.

The full story is included in the Time Mastery Course
available from my website.
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SO ARE YOU UP FOR THIS?

What Is Going On Your Get Done List For Tomorrow?

Your prioritised Get Done List, Pomodoro timer, list of Ten Minute Tasks, Accountability
partner and 3-3-3 approach will only work for you if you put the work in first. Only you
can decide what is worthy of your time tomorrow, and if it doesn't get you towards your

goal, then it doesn't go on the list!

Equally, once your list is done, you have to stay
disciplined and actually do the things you've put on
your list!

You may have questions at this point, and while
there is enough information here for you to make a
very successful start with all of these techniques,
you will have a much easier time of it, and be a LOT
more successful with a coach alongside you.

As you have read this far, | want to gift you a free
30 minute coaching conversation with me about

how you can better implement these techniques and also what sort of things are
worthy of your Get Done List.

You also have the option of purchasing the 7 lesson course from my website here:

https:/ /rethinkyourperspective.com/courses/time-mastery

Whichever option you choose, either to go it alone, speak to me, or sign up for the
course, | wish you the best. If there is every anything | can help with, please just get in
touch! I'd be happy to help.

My socials are full of ideas, lives, videos, and other content to help you as well so feel
free to start statking following me!
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THE AUTHOR

Jaiye is an esteemed professional in the

field of Personal Development, being a
qualified Teacher, Proctor Gallagher
Consultant, and a Productivity and
Mindset Coach.

With a deep-rooted passion for
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guiding people towards discovering their motivation and zest for life. By

empowering people, Jaiye excels in

facilitating a shift in mindset and fostering the development of productive
habits, she enables people to overcome challenges and embrace a
fulfilling existence.

Having personally encountered and triumphed over various obstacles,
Jaiye is driven to share the transformative knowledge that has positively
impacted her own life. Through her dedicated efforts, she devotes her time
to equipping others with the information they need to thrive.
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DO YOU NEED 5":?“_, 5
MORE HELP? rypjaiye@rethinkyourperspective.com

SCHEDULE A CALL rethinkyourperspective.com




