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I'm sure you're already aware that time management is important for freelancers,
especially those who work from home. It's so much harder to stay on track with
all the distractions of life than it used to be, but these tips will help!

Designate A Work Area:

Carving out space exclusively for your work will certainly assist you in
keeping your mind on your work. It can be a spare room, or like me, a
corner in your living room.

Get Comfy Ergonomics:

Take note that your desk and chair are comfortable. Especially if
you’re working for lengthy hours at home. Organize your work area for
optimal efficiency. Read my article 11 Hot Tips to Organize Your Home
Office

Set Clear, Achievable Goals:

Consider what you want to accomplish over the long term, and then
divide those projects into manageable chunks.

Arrange Your Day:

Determine your top priorities and the hours when you’re most at your
best. Dedicate most of your time to the tasks that produce a real
benefit.

Write A Checklist:

Go old school with paper and pen or use a free app to make a to-do
list. Block out realistic time for each task.

Establish Limits:

Let others in your home understand the hours when you’re available
and when you are required to work without interruptions. Shut your
door and put up your do not disturb sign for tasks that need focus.
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Limit Social Media:

Facebook and streaming video clips on Instagram may consume
much of your day unless you get rid of such temptations. Use methods
that work for you, such as switching off notifications or setting time
frames on the websites where you have a tendency to stick around too
long.

Small Breaks:

You’ll complete a lot more if you permit yourself to have some
downtime. Try to stop work every 45 min to loosen up. A short break
can help to relieve any fatigue.

Get Moving:

Working out decreases anxiety and also recovers your energy. Make
use of your break times to stretch or jump rope. Go for a stroll or do
yoga exercise throughout your lunch hour.

Consume Healthy Balanced Meals:

Cooking time can be a disturbance so try to plan your daily food selection
beforehand with nutritious meals and treats. It’s easier to decline
convenience food when you really feel complete.
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Thank You!
I hope you found this checklist helpful for managing your time. You're
welcome, now get back to work! 😊
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