


Simplify your workflow | Take control





Tip: Batch-create content to save time.





The Pomodoro method is a time management technique that boosts focus
and productivity.  Work on a single task for 25 minutes, then a 5-minute break

to recharge.  After completing four cycles, take a longer break of 15-30
minutes.  This method helps prevent burnout and keeps you on track.  Stay

focused and reward yourself for completing each session!

Take a moment to reflect and adjust:
Ask yourself: What worked well today? What didn’t? Tip: Keep a notebook to track
patterns over time.
Note 1 small improvement you can make tomorrow.  Tip:  Focus on actions within
your control.
Review the task list.  Are there tasks you can delegate or eliminate? Tip:  Use the 2-
minute rule - if it takes less than 2 mintues, do it now.
Save 1-2 minutes to celebrate progress, no matter how small.  Tip: Reward yourself
with a small break or treat.








