
T I M E  M A N A G E M E N T

Hacks

1. R E S P E C T   Y O U R   N E E D   F O R   S L E E P

Whilst some of us could get away the less than required 7+ hours of sleep in our 20’s (alongside a 
lot of Pro-Plus, Red Bull and bags of Haribo), our bodies and minds work at their optimum when we 
get the required amount of rest we need. 
So put down that phone and laptop, switch off Netflix and take more time to prepare your brain for 
the following day by getting an early night for some well-earned shut-eye.

Tip: The Sleep With Me podcasts will have you dropping off in no time.
https://www.sleepwithmepodcast.com/

2. P L A N   Y O U R   W E E K

By planning out key tasks for the week, you will naturally assign certain projects to individual days, 
allowing you to see when you’re free to fit in any extra activities. It’s a good idea to start the week by 
reviewing the previous week and seeing if you need to squeeze in anything that has fallen into the 
new week into your schedule. It also makes managing your projects far easier and gives you an over-

all view of what you need to achieve and when.

Tip: Our weekly planner will help you plan out your week to help you stay on top of your outstanding 
tasks!

www.themeritclub.com/weekly-planner

4. F O C U S   O N   O N E   T H I N G   A T   A   T I M E

Turn off your email notifications, switch your phone to silent and completely focus on that one project 
that you need to complete. Minimising distractions will more than likely enable you to crack on with 
the task in hand. Don’t dip in and out of projects or try to multi-task...you’ll just end up with double 
the amount of half-completed documents! However if you have a mind-blank, just walk away, make a 

cup of tea and pick it up again later when you’re feeling refreshed a re-motivated.

Tip: Use our daily planner to make sure you’re on top of everything and to be able to satisfyingly tick 
off things one by one!

www.themeritclub.com/daily-planner

3. L E A R N   T O   S A Y   N O

Sometimes, we can’t always be the ‘Yes’ woman. Learning to say no can keep you productive and 
focused on the important things. Take a look at your goals and objectives. If something you may say 
‘yes’ to doesn’t meet what’s needed or your needs, you can say no to that. It also means you won’t 
be saying ‘yes’ to offers to your business that might not necessarily fit your brand, ideas and identity, 
just because you’re ‘going it alone’.

Tip: Marketing Guru Jenna Kutcher explains how she learnt to say ‘No’ in business and gives all the 
advice you need, including how to say ‘No’ graciously.
http://jennakutcherblog.com/69/



6. T I D Y   Y O U R   W O R K S P A C E

Keeping your work area clutter-free will instantly make you feel more productive. 
Invest in some storage units for bulky folders and a useful set of letter trays for everyday paperwork 
to keep you organised. A pen pot would also help to stop you having to scramble around in the 
bottom of your handbag!

Tip: We’ve put together some of our top stationary buys that will help to keep you organised.
www.themeritclub.com/new-blog/stationery-buys-we-cant-resist

7. G E T   O U T   O F   T H E   H O U S E

Sometimes a change of scenery really helps (along with some company).
Why not step out of the house for the day and visit a local coffee shop or cafe to get some work done. 
Almost everywhere has free wi-fi now and a change of environment should stimulate you to crack on 

without the distractions of housework and the television! Plus there’s cappuccinos on tap, win-win!

Tip: Fancy a change? Why not attend one of our Coworking days, where you can meet with like-mind-
ed women, share ideas or just get on with your own work in the company of others.

https://www.themeritclub.com/mc-events/

8. C O N S I D E R   Y O U R   D I E T

We all know how easy it is to grab something less than nutritious when we’re busy. So help you to 
help yourself by planning a few lunch ideas for the week. Go to the shops with some healthy meals 
in mind for your weeks’ lunches. And if you want to be really organised, you can meal prep for the 
week ahead on the Sunday. Making sure you always have something to fuel your body in all the 
right ways is so important to keep your mind and body focused. 

Tip: To get some lunch ideas, take a look at Eating Well, which has plenty of easy recipes to make 
delicious, nutritious and healthy lunches.  
www.eatingwell.com

5. R E F R E S H   Y O U R   M I N D 

We know that time can sometimes run away with you. Before you know it, its 9pm and you’re still 
re-wording that Instagram post or preparing a proposal. 

Make sure you step away and take regular breaks - even if it’s just popping into the kitchen to make 
a cup of tea or sitting out in the garden for a time-out. It will make a huge difference to how you feel 

a the end of the day and will help you get through each task with a fresh mind each time.

Tip: Got 15 minutes to spare? Try some meditation to help you clear your mind and feel refreshed.
https://www.calm.com/

9. T H I N K   A B O U T   T H E   F O U R   D’S

Studies have found that many employees suffer from ‘email stress’ when their inbox starts to 
become backlogged with messages. 

The NHS website has recommended that we think about the ‘Four D’s’ to reduce unnecessary stress
Delete: you can probably delete half the emails you get immediately.
Do: if the email is urgent or can be completed quickly.
Delegate: if the email can be better dealt with by someone else.
Defer: set aside time later to spend on emails that require longer action.

Tip: If you are a lone worker and can’t delegate work, consider finding someone that can pick up 
certain tasks to help you focus on the more important parts of your business.

https://www.peopleperhour.com/


