MASTERING YOUR TIME MANAGEMENT
THE WHEEL OF TIME MANAGEMENT WORKBOOK

The 7 Minute Life has crafted this guide to help you understand and master the
essential components of time management. By the end of this workbook, you'll have a
clear visual representation of your strengths and areas for improvement, along with
actionable steps to enhance your time management skills.
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ASSESS vour
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TIME MANAGEMENT
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The "Time Management Wheel" is a coaching
tool that symbolizes various aspects or
elements of an individual's time management.

The "Wheel of Life" is a popular coaching tool

used to represent different areas or facets of
an individual's life. Imagine a circle divided
into several segments, much like a pie chart.
Each segment corresponds to a specific life
domain, such as health, career, relationships,
personal growth, finances, and more.
Individuals rate their satisfaction or
performance in each area, and the combined
ratings provide a holistic view of one's life
balance or imbalances. The visual
representation helps pinpoint areas that

might need more attention or improvement.

Transitioning to this Time Management
Assessment. Building on this concept, the
"Wheel of Time Management Skills"

narrows its focus specifically to the realm of
time management. Instead of life domains,
the wheel's segments represent crucial time
management components, such as planning,
prioritizing, setting goals, and more. By
assessing one's proficiency in each segment,
individuals can visually identify their
strengths and areas that might need
enhancement in managing their time.

In essence, the Wheel of Time Management
offers a snapshot of your time management
skills, helping you understand where you
excel and where there's room for growth. It's
a compass for navigating the intricate
landscape of time, ensuring you make the

most of every moment.

©Seven Minute Life, Inc.



SELF-ASSESSMENT

7 / /
Reflect on each of the time management skill. For each concept, ask yourself:
"How confident or comfortable am | with this skill in my daily work?"
o Assign a number to each skill based on your current proficiency:
o 1 =I'mjuststarting out or struggle with this.
o 10 = I've mastered this; it's second nature to me.
By the end of this exercise, you'll have a clearer picture of which areas you excel in

and which might need a bit more attention. Remember, this is a personal
assessment, so be honest with yourself. It's all about growth and improvement!

To make this more useful, consider keeping a daily journal for 1-2 weeks tracking how
you spend your time. This will provide real data to inform your assessment.
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ASSIGN A SELF-ASSESSMENT SCORE TO EACH OF
THE BELOW TIME MANAGEMENT SKILLS

Self-Score Scale
1-10

Time Management Skill

Think

Taking time to think allows a clear understanding of tasks, challenges, and objectives. It's
foundational, helping assess the situation and plan the best approach. Without this step,
actions might be misguided or inefficient.

Clarify

Clarity ensures you know precisely what needs to be achieved. It removes ambiguity,
reducing wasted time and misdirected efforts. Clarifying objectives with others reduces
misunderstandings and mistakes.

Set Goals

Goals provide direction and purpose, acting as a roadmap for where you want to go.
Setting measurable and achievable goals helps track progress, stay motivated, and
have a clear sense of purpose, boosting productivity.

Plan / Prioritize

Planning allows efficient allocation of time and resources. Prioritizing ensures
essential tasks are addressed first, avoiding the pitfalls of being "busy" without
being productive.

Focus

The ability to focus on a single task ensures efficient and effective completion.
Multitasking often reduces work quality and extends task duration. Focusing
enhances speed and quality.

Take Action

All planning is futile without action. This step is where plans are executed. Taking
decisive action ensures goals are achieved and progress is made. It's the bridge
between intention and results.

Learn & Adapt

No plan is perfect, and challenges arise. Learning from experiences and adapting
refines your approach, enhancing future task efficiency. This step ensures
continuous improvement and adaptability.

Routines

Creates predictability and order. Establishing routines in your daily life can
significantly enhance time management and productivity. Routines provide a sense
of predictability and structure, helping you navigate tasks more efficiently.
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TIME MANAGEMENT SKILLS

The ASSESSMENT is a valuable tool that helps you understand how balanced your
PRODUCTIVITY skills are across different time management aspects. Consider the following 8
time management categories, and rate them from 1 to 10.

T\WNES T
Q\O\) 'Ll'//\//r
Q&
QV'
§ 3
< 2
> 2
a4
)
-
1W213141516171819 110
% o
5 T
% &
Y X
% &
>
20 » Q0

©Seven Minute Life, Inc.



D THE
RESULTS

Interpreting the completed Wheel of Time Management skills involves
assessing the balance of various life areas.

A smaller, uneven wheel signifies imbalances, while a larger, well-
rounded wheel suggests greater overall Productivity satisfaction. Focus
on the areas with lower scores to pinpoint where improvements are
needed.

This visual aid guides you in setting goals and strategies to enhance the
less satisfactory aspects of your life, leading to a more balanced and
fulfilling life over time.

What insights can you draw from the differences in scores on your Wheel of
Life? How do these variations reflect your current priorities and the areas that
might benefit from your attention and growth?
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SKILLS DEVELOPMENT PLAN

USE THE FOLLOWING IDEAS TO IMPROVE YOUR SKILLS

Think: Foundation for understanding tasks and challenges.
o Dedicate 10 minutes daily for reflection.
o Keep a thought journal.
o Practice short meditation sessions.

Clarify: Removes ambiguity and ensures clear objectives.
o Write and rephrase tasks.
o Discuss objectives with a friend.
o Use simple diagrams for complex ideas.

Set Goals: Provides direction and purpose.
o Use the SMART criteria.
o Break goals into smaller steps.
o Review goals weekly.

Plan/Prioritize: Efficient allocation of time and resources.
o Make a daily to-do list.
o Rank tasks by importance.
o Set specific times for tasks.

Focus: Enhances speed and quality of work.
o Work in short, focused intervals.
o Have a distraction-free workspace.
o Turn off unnecessary notifications.

Take Action: Bridge between intention and results.
o Start tasks without overthinking.
o Visualize the end result.
o Break tasks into manageable steps.

Learn and Adapt: Ensures continuous improvement.
o Review completed tasks for lessons.
o Reflect on successes and failures at the end of each week.
o Experiment with new methods or tools.

Routines: Creates predictability and order.
o Establish daily start-up routines.
o Schedule recurring tasks.
o Build in flexibility.
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ADDITIONAL RECOMMENDATIONS
USE THE FOLLOWING IDEAS TO IMPROVE YOUR SKILLS

Instructions:

» |dentify Areas for Improvement: Look at the shape you've drawn.
Notice the segments that appear closer to the center of the circle. These
are the skills that might need more attention and development.

o Set Specific Goals: For each skill that you've identified for improvement,
set clear and achievable goals. Be specific about what you want to
accomplish and when you want to achieve it. For instance, if "Focus" is
an area you'd like to strengthen, your goal might be: "Reduce
distractions and maintain focus for at least 25 minutes during each work
session by the end of the month."

* Break Down Goals: Divide your goals into smaller, manageable steps.
This makes them less overwhelming and easier to achieve. Going back to
the "Focus" example, you could break it down into daily or weekly
targets, like setting aside specific blocks of time for focused work.

e Access Resources: As you work on improving your skills, consider the
resources and tools that can support you. Look for helpful books, online
courses, or even seek advice from colleagues or mentors who excel in
the areas you're targeting.

* Monitor Progress: Regularly review your skill development plan. Keep
track of your progress and celebrate your achievements, no matter how
small. If you face challenges along the way, don't be discouraged. Learn
from them and adjust your approach as needed.

e Stay Committed: Time management improvement is an ongoing journey.
Stay committed to your goals and be patient with yourself. It's natural to
encounter ups and downs, but consistency and perseverance will lead
you to success.

Remember, your skill development plan is your roadmap to becoming a
more effective time manager. Embrace it with enthusiasm and
determination, knowing that every step you take brings you closer to
reaching your full potential.
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CONCLUSION AND NEXT STEPS
STAY DRIVEN ON YOUR TIME MANAGEMENT JOURNEY!

Using this worksheet, you should have a clearer understanding of your time
management abilities and areas needing improvement. Keep in mind that
mastering time management takes practice - it's a continuous journey.

Revisit this workbook regularly to evaluate your progress, adjust your
strategies, and set new goals.

Make time management a habit by scheduling quarterly reviews of your
entire workbook. Every 3 months, thoroughly re-assess your skills, modify
your goals based on achievements so far, and track improvements over time.
Consistent evaluation and adaptation is essential for long-term time mastery

Also, consider establishing routines that align with your goals and boost
productivity. Well-designed daily and weekly routines promote stability and
order, strengthening your time management skills

With regular practice and assessment, you'll be well on your way to making
the most of every moment. View this as a lifelong process of growth and
learning. You've got this!
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