
TOP TEN TIPS FOR MANAGING YOUR TIME  

Or, How to Find More Hours in the Day for Reading! 
By Barbara Toner 

 

Most of us are so short of time, and so tired, we don’t have time to do half the things 

we’d like to in life. So, how do you find more hours in the day to do everything you 

want including reading more fabulous books?  

 

The answer is effective time management, says writer and journalist, Barbara Toner.  

As she writes in her latest book, What To Do About Everything – A Manual for 

Domestic Life (published by Hardie Grant) time management is not cramming as 

much as possible into 24 hours.  It’s deciding what you want to achieve in the next 

day, week, month, year or lifetime, acknowledging the steps required to achieve it, 

calculating how long they ought to take, then arranging your life to accomplish it.   

 

Here are Barbara’s top tips for effective time management:- 

 

Begin with an audit; end with a resolution 

 

1. Under the heading My Current Week, list the elements of a usual week as fully 

as possible, blocking out time you are asleep or at work (including travel time)  

2. From that list, under a new heading What I Have To Do, list the week’s 

obligatory elements (shopping, eating, laundry etc). 

3. Under the heading What I Want To Do,  list all optional elements including 

activities  you currently can’t enjoy because you don’t have time such as 

reading, running, playing the banjo etc.  

4.  Extract from those lists a master list for the ideal week, giving time values for 

each element eg. one hour to get up, 10 minutes to get the children up, 30 

minutes to take children to school/travel to work. 

5.  If the week remains overloaded, prune according to urgency and importance.  

6.  Delegate chores to other household members or paid help.  

7.  Lose activities performed from a sense of obligation that are neither necessary 

nor enjoyable. 



8. If you’re working too many hours because you need the money, or a task 

demands it, place a time limit on it (you’ll make yourself ill if you don’t). 

9. Stop saying ‘I don’t have time to’ and start saying ‘I mustn’t want to enough’.  

It clears the head and makes you focus on what is really important. 

10. Make time to do the audit – use a diary, a calendar, a reporter’s notebook plus 

a burning desire to start and finish a good book in a working week. 

 

Good Luck! 

 


