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~ Ben Franklin



Doing nothing is better than
being busy doing nothing
~ Lao Tzu
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How Good Is Your Time Management?
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Time Management
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How you use your time ?
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How you use your time ?

Solid

Time spend to
exchange your
time for money or
for qualifications

Discretionary

Time where we
can choose what
you want to
spend.

Maintenance

Time spent

keeping your life
in workable order




Time Checker

Categories Activities %

Meetings

Solid 25

Emails

Reading
Discretionary | Playing with kids
Playing Games

Social Media

33

Sleeps

Maintenance 42

Meals

Total 100




Setting Goals

What | want to do?

TO DO LIST

80 / 20 Rule

Focus, Leverage, 80% of result come from
Engagement & Accountability 20% of activities

4 DX



Time Management Tools

|

How to Say No Self Management

Delegation

Pomodoro Technique



Pomodoro Technique

Identify your task

Set a timer for 25 minutes

Work for the duration of the
time

Take a 5 minutes break

After every fourth break, take a
long break for 15-30 minutes




Time Planner - Calendar



Time Planner - Reminder




Time Planner - Records
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Summary :
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CONTACT US

73-3 Amber Business Plaza,
Jalan Jelawat 1,
56000 Kuala Lumpur.

< g +603-2856 8651

weekheong.ooi@gmail.com

@ Humanology Sdn. Bhd.

@ http://www.hba.com.my/v2/



