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PODCAST #S1E14: Welcome to this new
episode of ‘“The Deep Dive”. In today’s
episode, Dan and Mary will share some tips
about time management in the business
world. We hope you enjoy it!!

D: Alright. Welcome in, everyone. Ready for another Deep Dive. Today, we're
tackling something | think we all struggle with no matter how organized we
try to be, time management.

M: It’s a universal challenge. That's for sure.

D: It really is. And, you know, it never seems to go away. So we're gonna dig
into some proven tactics, get insights from “Time Management: A Business
Perspective”. It's a dense read, but packed with useful stuff. Our mission
today, help you, our busy listener, reclaim control of your day so no more
feeling like you're constantly behind. You know?

M: Absolutely. It's about working smarter and not harder.



D: | love that. So let's jump right in. The source material kicks off with
something called “The Eisenhower Matrix”. Now that sounds a little, little
intense. Right? Can we break that down?

M: Oh, it's not as complicated as it sounds. Basically, picture it like a grid, 4
quadrants. You put all your tasks into these boxes. What's urgent? What's
important? And the magic happens when you start seeing, well, some things
are both, some are only 1.

D: Ah, so you can prioritize, like, visually what needs to happen now versus
what can wait.

M: Exactly. Think of it like this. That big presentation due tomorrow, that's
urgent A-N-D important. But brainstorming new product ideas, while
important, maybe not urgent for this very second. It helps with decision
fatigue too.

D: That’s huge because | know | get stuck sometimes just trying to figure out
where to start.

M: Yeah.

D: Now the source also talks about something called “The Pareto Principle”.
I've definitely heard of this, the 80/20 rule, but I'm not sure I've ever put it
into practice. What does that look like in terms of time management?

M: So “The Pareto Principle” is super interesting. The idea is that 80% of
your outcomes come from just 20% of your actions. So it's about figuring
out what are those high impact tasks in your day. For a lot of people, it's
client relationships. Maybe 20% of your clients bring in 80% of your revenue.
Focusing on those key relationships can make a huge difference.

D: Okay. So that's identifying what to focus on. But then how do we actually
structure our time to make sure it gets done?

M: Well, this is where time blocking comes in. It's about being intentional
with your schedule. Instead of just reacting to whatever pops up, you block
off specific times for certain tasks. Like, from 9 to 11 AM, you're working on
that big project. Then from 11 to 12, you're checking emails, and then maybe
you even schedule time for breaks for lunch.

D: I've tried time blocking, and | find it so helpful for staying on track. But
what about those really big daunting projects, the ones that feel like climbing
Mount Everest? Where do you even begin with those?



M: Ah, yes. The Mount Everest projects, we all have them, but they become
much less intimidating when you break them down. Smaller chunks,
actionable steps, it's like planning a hike. You wouldn't just start walking up
the mountain, right? You'd map out the route, pack the right gear, and
prepare for each leg of the journey.

D: So true. And this is where project management tools come in handy.
Right? Things like Asana, Trello, Monday.com.

M: Exactly. Those are your maps and your gear. They let you visualize the
steps, track your progress, and stay organized. And speaking of getting
things done, let's not forget the power of delegation. Oh, delegation. Always
a tough one for me. | always feel like | have to do it all myself, but | know
that's not the right approach.

D: It’s so common. But remember, delegating isn't about dumping work. It's
about empowering your team and playing to everyone's strengths. Look at
your to do list. What can someone else handle? Give clear instructions, offer
support, and then trust them to get it done.

M: Makes sense. Now the source also dives into meetings, which, let's be
honest, can sometimes feel like black holes of productivity.

D: Meetings can be tricky for sure. The key is to make them efficient and
purposeful. Always have a clear agenda, stick to the time limit, and don't be
afraid to embrace technology. Video calls, quick instant messages, those
can save so much time compared to always defaulting to in person
meetings.

M: | think respecting everyone's time is a big part of professionalism. And
sometimes that means learning to say “no”, which something I'm still
working on.

D: Saying no is like a superpower. It protects your time, your energy, but it's
also about setting those boundaries. If something doesn't align with your
goals or if you're already stretched thin, it's okay to politely decline. So true.
And it's also about recognizing that taking care of yourself is also taking care
of your time. Burning the candle at both ends only leads to burnout, and
that's definitely not productive.

M: Couldn’t agree more. When you're exhausted, you make poor decisions,
you're less focused, build those breaks into your schedule, the exercise, the
downtime, it all pays off.



D: It’s like that saying “You can't pour from an empty cup”. Well, we've
covered a lot of ground today, but | think the big question is, what's one
small change our listeners can make this week to better manage their time?

M: Yeah. What's that one thing you can commit to? Maybe it's trying out the
Eisenhower matrix. Maybe it's scheduling 15 minutes of “me time” every
day. Small steps lead to big changes.

D: That’s a great takeaway for everyone. Thanks for joining us on this Deep
Dive into time management. We hope you walked away with some
actionable strategies and a renewed sense of, well, control over your time.

M: Absolutely. It's all about making those small, consistent efforts. And
remember, time is your most valuable resource, so invest it wisely.

D: Couldn’t have said it better myself. Until next time.



