
	  
	  

	  
	  

	  

	  

	  

	  
THE	  ART	  OF	  ORGANISATION	  
	  
Other Time Management / Organisation Tips: 

w Remember the 80/20 rule and do the thing which is going to make the 
biggest impact on your day first. 

w Always schedule in breaks, research shows that it is actually unproductive not 
to do so 

w Turn off email, social media alerts, remove your phone, anything that can be 
a distraction when you are doing something that requires your attention 
(includes playing!) 

w Only check your emails twice a day and don’t be led by your inbox or to do 
list. Be led by your priorities  

w Use apps like Evernote to log things down when you think of them or record 
useful information. Wunderlist is another.  

w Bullet Journaling is exceptionally good for organising your home and 
professional life. See Pinterest for ideas and Youtube to find out how 

w Get creative with your time, know when you are most productive and fit 
things in. We realised that when we couldn’t get enough childcare in the 
week we had to think more creatively. Luckily I can be flexible on when I work 
so one night a week I actually left the house and went elsewhere to do some 
work. We knew the day and times this would happen and so rather than 
saying, “argh I have to do some work tonight” then doing it half focused on 
the television and feeling bad for not having a conversation with my 
husband, I had dedicated useful time. 

w Plan your time out at the start of the week and add a value to it. This helps 
see if something you want to do is worth doing rather than saying yes to 
everything e.g. if freelance, yes it might be nice to meet X for a coffee but is 
that more important than Y? This can apply to your whole life. You might be 
ok doing this same job for another 3 years even though it’s not what you love. 
But then if you knew you only had 12 years left that could be a quarter of your 
life. Reframe what you accept.   



	  
	  

	  
	  

w It’s not quantity of time but quality. An hour spent with children giving your full 
attention and committing to playing is potentially worth 2 hours where you’re 
not present but trying to do two things at once.  

w Try this ‘Two Minute Rule’. If there is anything which you absolutely must do, 
that can be done in 2 mins or less that will get it out of your head and free up 
space for more useful stuff then do it first. David Allen, Getting things done.  

 

 


