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During the trying times of COVID-19 it has become increasingly difficult to manage our 

time as some of us no longer work at the office and don’t have a hardline cut off time. 

Now more often than not we find ourselves working longer hours. Firstly we need to set 

our times and stick to them.

A few tips to manage our tasks and prioritize them are below:

 2 Minute Rule

 If the task can be completed in two minutes, tackle it immediately an get it done

 Eat the Frog

 Tackle the difficult tasks as soon as possible, putting them off is not going to make 

it go away.  If you have two “frogs”, eat the ugliest one first.  We tend to 

procrastinate and put the tasks we don’t like off and doing them last minute which 

often leads to sub standard work and/or you missing your deadlines

 To do list

 Use colours, the subconscious will see bold colours and lifts your mood, making 

you more productive

 The more colour you see on your page – marking tasks off that are complete, the 

more you get done

 Add some tasks you have completed already this boosts your confidence as well

 De-clutter your life

 You are often less productive when your workspace is disorganised and cluttered

 Adopt an effective filing system, as they say “have a place for everything and 

everything has its place”

 Remove digital distractions – unsubscribe from “spam” messages so that they are 

permanently removed

 Delete old bookmarks from your browsing histories

 Go through old messages and delete them

 Back up your data

 Set times to go through your WhatsApp, Facebook, twitter posts etc so that 

you do not do this constantly


