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Summary of Class

Time Management & 
 Energy Management

A new way of seeing things

The Four Components
of 

Energy Management
How to apply this?

 



Why manage your
time & energy?

 



Minimize stress and overwhelm
 

Productivity

Free up time

Accomplish goals

Develop soft skills

Accomplishment Better outcomes



Minimize stress and overwhelm
 

National Institute of Occupational Safety and Health
DHHS (NIOSH) Publication No. 99–101, Page 4.

One-fourth of employees view their jobs as
the number

one stressor in their lives.
 

—Northwestern National Life
 





 

5 Minute Reflection

What are your
commitments? Personal: Family, pets, relationships

Professional: Career or work

Passion Projects: projects you are
devoted to, hobbies, community

organizations, etc. 

Obligations & Undertakings



 

https://asktalentservices.com/blogs/10-time-management-techniques-to-work-efficiently/



Time ManagementTime Management

 

The goal being to balance
all of your responsibilities

and needs 

-Having a clear view of your responsibilities/tasks

-Using a timeline, staying organized (calendar)

-Appropriately allocating time to tasks & prioritzing

Traditional Lens



Staying Organized

Create a weekly overview 
 

 with deadlines, tasks,
meetings, goals

 

Use a daily to-do list
 

Prioritize, keep in mind the
most productive times of day,

schedule in breaks

Create your focusing zone
 

Minimize distractions,
 come to this space to work

Check off items as you go, and allow yourself to feel a
sense of accomplishment when you've completed

tasks



Use a timer
 

The Pomodoro Method

Break your day in to 25-minute chunks, followed by 5-minute breaks

After about 4 Pomodoros, take a 15-minute break 

 
Pomodoro app on iPhone,
Pomodoro Timer Lite on

Android



Creating Your Focus Zone

Working with what you have accessible to you: 

Select a dedicated space for
working

Minimize distractions 
(phone on "do not disturb",

close tabs)
Consider lighting, heat/air

quality

Settle in and use the
Pomodoro Method, focusing

on one task at a time



Managing Your Energy

How does my energy
impact how my time is

spent?

In many ways!



When do you feel the
most productive?

Discussion 

A time of day

A state of mind



All tasks and commitments require energy
 We can manage time & tasks well; 

but that alone will not be sustainable

 

Physical Energy:
Body

The Quality of Energy:
Emotions

The Focus of Energy:
Mind

4
The Meaning &

Purpose of Energy:
Spirit

Energy Management



The Body and Physical Energy

 
Nutrition: is my body (mind) nourished by the foods and drinks that I consume?

Exercise: do I get adequate exercise and movement to support my energy levels?

Sleep: do I get enough (quality) sleep to support my energy levels?

Rest: do I take occasional breaks throughout the day to rest?

Impacting: basic energy levels, ability to focus, management of emotions



 

A balanced diet with a

variety of unrefined

carbohydrates, 

proteins and fats, with an

emphasis on vegetables,

whole grains and healthy

oils

Get 7-9 hours of sleep
per night

30 minutes of
moderate exercise

a day

Our bodies are 60 % water.
Drink plenty of water to

support clear thinking and
focus



Emotions and the Quality of Energy

 
Fight, Flight, Freeze or Fawn

Sympathetic nervous system

Stress, anxiety, irritable

Associated with negative emotions

Protective mechanism

Impacting: the quality of our energy, and how well we can focus 

How do you feel at various points of the day?

Rest and Digest

Parasympathetic nervous system

Relaxed state, promotes focus, clear
thinking

Associated with positive emotions



Ways to activate the "Rest and Digest" nervous system

 

For a more positive energy quality throughout the day

Deepening the breath
 

Inhale to the pit of the belly
 

Exhale slowly for 5-6 seconds

Noting what you are
grateful for and

expressing it

"We teach them to tell
the most hopeful and

personally empowering
story possible in any

given situation, without
denying or minimizing

the facts."

Noticing the stories we tell ourselves



The Mind and the Focus of Energy

 
Research has shown that multi-tasking yields

-Increased stress levels
-Lower accuracy 
-Longer completion time

 Deep focus on a single task allows for further creativity, accuracy, faster completion

Meyer suggests that productivity can
be reduced by as much as 40% by
the mental blocks created when

people switch tasks.



Are your commitments 
aligned with your interests and passions? 

The Purpose and Meaning of Energy

 

 

Asking ourselves why we do what we do
4

Priorities Values Enjoyment

Contibuting to general well-being, a sense of alignment and general satisfaction with life. 



Connecting the dots

 

 

Improve your physical
energy by taking good

care of your body

Improve the quality of
your energy by giving
your nervous system
breaks throughout

the day

Focus your energy on
one task at at time for
increase productivity
and better outcomes

Contemplate if what
you put your energy
towards aligns with

your priorities, values,
and brings your

enjoyment

These steps build a strong foundation for effective time management in the day-to-day 



Connecting the dots

 

 

Combined with traditional time management

Set daily priorities
Designate a focus zone
Minimize distractions
Pomodoro method

Celebrate your
accomplishments by
doing something you

enjoy!



 

 

What are some ways in which you could
better manage your 

time & energy?

Takeaways



Project Management Tools

Handwritten calendar, to-do list,
reminders

Online task management tools

-Google Tasks
-Todoist (to-do list)
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