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BUSINESS ADVICE 

on schedule
Being more productive while maintaining a healthy work–life 
balance can be challenging. Jackie Cameron provides these tips

Right

here is a quiet revolution unfolding in South Africa’s 

business world. From corporate boardrooms to home 

offices, we are enlisting the help of experts to guide us 

on how to juggle daily tasks more efficiently, and few 

would disagree that effective time management is the key to 

unlocking productivity. 

Making the most of our money-earning potential is one reason 

we are working hard at wringing more out of our waking hours. 

But we also want to shake off the stress that comes with being 

trapped under a load of projects that seem to have developed a 

life of their own. We want to have much more fun too – and the 

only way we can achieve this is by freeing up more space in our 

busy days.

The professionals who coach executives to help fine-tune their 

management styles have a message for all of us: achieving a good 

work–life balance requires strategic thinking. In some cases, deep 

soul-searching is needed to figure out what’s holding you back 

from tackling unpleasant chores. But, more often than not, it is 

simply a case of facing up to your distractions and saying ‘No’ – 

to yourself and to others.

T



tsogosun.com  121

 ADVICE BUSINESS

PRIORITIES FIRST 

Andrew Horton, a successful South African entrepreneur who is 

in demand as a motivational speaker on the international circuit, 

specialises in helping teams develop techniques to optimise the 

use of available time. He has carefully studied the behaviour of 

the world’s super-achievers, using this to create customised 

time-management programmes for his clients. 

‘We need to remember time is in short supply in everyone’s 

lives, including for people such as Bill Gates and Donald Trump. 

They have the same amount of time we do, but they get so much 

more done. This is because they’ve got routines, sets of success 

habits,’ he says.

Horton compares the time-management dilemma to filling 

a jar (representing your time) with large stones (goal-specific 

tasks), small stones (priority tasks), sand (important tasks) and 

water (your to-do list). Randomly filling the jar means that you 

‘SO MANY PEOPLE DO THE EASY STUFF 

FIRST AND PROCRASTINATE ON THE  

GOAL-SPECIFIC ACTIVITIES’

may never use it to its full 

potential. ‘You will feel like  

you have been working, but 

you have achieved nothing,’  

he says. ‘So many people do 

the easy stuff first (the to-do 

list) and procrastinate on the 

goal-specific activities, which 

means they may get to the 

end of the day without doing 

anything really important.’

Have a systematic, habitual 

approach to tackling the big 

things first. If you mix up your 

tasks, you can’t focus, is the 

strategist’s advice. In his own 

life, Horton takes prioritising 

tasks to a new level. He plans 

exactly what he has to do, and 

how. After spending a while 

working in the manufacturing 

industry, in charge of hundreds 

of employees, he says he ‘had 

to become efficient, because  

it was the only way to survive’.

Throughout the day he 

reviews what he has done, 

always sizing up whether  

these tasks relate back to his 

personal key goals. Horton  

has 12 questions he poses to 

himself to help assess whether 

he is doing something that is  

a productive use of his time. 

These range from ‘What have  

I done to gain another client?’ 

to ‘Have I allowed myself 30 

minutes to read today?’ He 

adds, ‘Willpower is a limited 

resource. You need to have 

reminders to keep on track.’

REWARD YOURSELF 
Elaine Harman is the founder 

of The Time Clinic, and other 

training businesses, based in 

Gauteng. She uses coaching 

techniques and psychology to 

help people identify problematic  

behaviour patterns and make 

permanent, positive changes.

She often tells people they 

are ‘dirty procrastinators’. ‘It’s 

about alerting you to negative 

psychology that is holding you 

back,’ she says. Hard workers 

tend not to believe that they 

are procrastinators, she points 

out. ‘Procrastinators are usually 

very busy people. It takes a lot 

of effort to distract yourself 

from the unpleasant tasks you 

are avoiding, even if it means 

taking on extra work or going 

out of your way to help others.’

She cites the example of a 

senior manager who couldn’t 

manage to cram a mountain  

of projects into business hours. 

‘We helped him to identify his 

diversionary activities. Instead 

of doing the things he should 

have been doing, he was micro- 

managing his staff. He would 

rather distract himself with his 

employees than face his own 

workload,’ explains Harman. 

However, procrastination is 

just one of the list of possible 

causes behind our poor time 

management. Fear of failure 

and feeling overwhelmed are 

also among the reasons we 

 Email is a very  
big distraction  

Don’t do your emails 
first, or you will let 
other people take 
control of your day.  
– Andrew Horton

Tools for success
Focus Booster Successful entrepreneurs such  

as Microsoft’s Bill Gates concentrate intensely on  
work issues during work time. This app helps you  
break your day into 25-minute periods of intense 

concentration, followed by breaks. 
focusboosterapp.com

Toggl Property magnate Donald Trump first  
focuses on tasks that will help him become  

successful before working on general operational 
matters. One way of figuring out whether you waste 

time, exactly what you’re wasting it on and how  
much it is costing you is by signing up for Toggl,  

which displays your life in pie charts. 
toggl.com 

MyLifeOrganized Virgin Group founder  
Richard Branson is reportedly a list person – itemising 
not only tasks but ideas, names of people who can 

make things happen and people to call. Do you have 
lists of ‘to-do’ lists? This app will help you generate  
an easier record of tasks in order of priority, so you 

achieve your most important goals first. You can buy  
it for your phone, tablet or PC to complement  

your free online calendar. 
mylifeorganized.net
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BUSINESS ADVICE

put off important work. ‘It’s  

not really the task you are 

avoiding, but the irrational 

emotions attached to it, so  

we need to help you clear  

that stuff away,’ she says.

A practical way to boost 

your time management is  

to punctuate your day with 

rewards for completing tasks. 

‘Apply the carrot rather than 

the stick approach to assist 

with self-motivation,’ advises 

Harman. ‘A little carrot would 

be enjoying a cup of coffee.  

A big carrot might take the 

form of a trip to a spa after  

a major deadline.’

DIARISE IT
Tracey Foulkes, the CEO of  

Get Organised South Africa,  

is fastidious about her time 

management. Although she 

currently has a big client list 

and is planning on expanding, 

she still spends quality time 

with her children and her 

husband. Unlike many other 

career women, who may feel 

stretched, Foulkes says she 

doesn’t feel guilty about not 

spending enough time with 

her family or on her work – 

because she fits everything in.

She says her blueprint for 

time management looks a lot 

like a school timetable. ‘This is 

my lifesaver. I create pockets in 

the day for tasks,’ says Foulkes, 

who deftly slotted an interview 

with Equinox into a lunch break 

while waiting for her sandwich 

to be delivered. 

She believes in setting goals 

and in prioritising ‘high-value, 

high-reward tasks’ – she starts 

her day with activities directly 

related to revenue generation. ‘Companies are in business to 

make money. I do the quick, easy, low-value tasks later in the day,’ 

she says. Therefore, she blocks off 5 to 6:30 am, just after she has 

woken up, for work that needs the best of her brainpower. 

An hour from 6:30 to 7:30 pm three times a week is reserved 

for exercise. Certain afternoons are set aside for spending time 

with her children and she does not allow herself to make plans  

on specific evenings. 

‘My husband is scheduled in very, very regularly,’ says adds.  

She stops working at 2:30 pm on Fridays by heading with her 

husband to a dancing lesson set for 3 to 4 pm. Weekend boxes 

Don’t press  
the snooze button 
Successful people  

get up and  
get going.  

– Andrew Horton

are leisure time, with a few exceptions. That is until 8 pm on 

Sunday, when it’s time for her and her businessman husband  

to do detailed diary-planning for the week.

It may sound very rigid, but there is a lesson that rings out loud 

and clear: we can all make a lot more of the time we have, simply 

by focusing sharply on the work that really counts and offloading 

unimportant stuff. As Foulkes puts it, ‘Make the work fit the time 

you’ve given it. Don’t extend the task to fit the time.’ 

Spending time on  
Facebook and Twitter  

Only use these distractions as 
treats after completing tasks.

 – Elaine Harman )(


