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From the Heart...






. . . Life Skills for Today





By Sharon L. Benedict MS, ACC
Time Tips for Winning Over Procrastination

Are you stressed out, burnt out, or just plain tired? Is your life out of balance with seemingly too much to do, and not enough time for family and yourself. Do interruptions throw you off track? Do you procrastinate what’s important? Feel unprepared and under pressure much of the time?


If you answered yes to any of these questions, you are then missing out on your greatest potential for get more done in less time. Many people spend their days in a whirl of busyness, but achieve little because they are not focused on the right things. According to Don Wetmore, The Productivity Institute (http://www.balancetime.com), there are five top time management mistakes we all need to avoid.

1. Start your day without a plan of action.

2. Get out of balance in your life.  
3. Work with a messy desk or work area. 
4. Don’t get enough sleep. 
5. Don’t take a lunch break.

Manage your Time—Winning over Procrastination
All five of these mistakes have at least one thing in common—procrastination. People who are chronically affected by procrastination lose out on utilizing their capabilities to the fullest and often disrupt not only their personal lives but also professional careers. According to Mind Tools (http://www.mindtools.com),   Procrastinators also typically— 
Do something that is more enjoyable, comfortable, or more urgent in the moment. 
Feel overwhelmed by a particular task. 
Wait for the “right” mood or time.

Fear failure or successes.

Have poor organizational skills.

Are perfectionists at heart.

So, here are some time savings steps for breaking the procrastination pain in the neck. You will then create more time work for you in your every day life and with those special dreams you want to see come true.

Step 1—Recognize you are procrastinating (i.e. starting an important task then immediately going off to get some coffee or make a “quick” phone call; rereading a task on your to do list many times without doing anything about it)
Step 2—Identify why you are procrastinating (main reasons—the task is unpleasant or overwhelming)
Step 3— Know your important priorities, then take action (i.e. commit to small steps that support the overall larger task; learn the difference between urgent and important tasks)
Step 4—Develop accountability strategies for continued follow through (i.e. set up rewards for yourself; ask someone to help you stay accountable by checking up on your progress (professional coaches are particularly skilled at helping you stay accountable to your short-term and long-term goals); write down the tangible and intangible cost of time and consequences of NOT doing the task)

Procrastinators work as many hours in the day as most people but invest their time in the wrong tasks. Isn’t it time to get focused and “on task” with what is important in your life? If you agree, then start today to break the procrastination habit in your everyday life with these four simple, time-saving steps for managing your time.

The next article will cover how Americans specifically spend their time and life.
--

Sharon L. Benedict, MS, ACC, is a certified life wellness coach-consultant, specializing in life skills, wellness, and creative arts development for individuals, businesses and organizations. She welcomes your questions and comments and can be contacted at seekreachachieve@gvtc.com.
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