
10 Quick Tips To Help You Make Time for What 
You Love 

Here are 10 super simple time management tips that give you the time to focus on 
what matters most to you 

Tip 1: Wake Up Earlier  

Get into the habit of waking up at least 30 minutes earlier than when you would normally. 
Admittedly this is trickier if you have small children, but do your best. This extra time can make the 
world of difference to your life when you use it to have a moment of peace before the chaos of the day 
begins.  

Some ideas: read a book, write, sit in silence, practice mindfulness, sip hot tea, exercise. Or you can 
simply use the time to plan what you need to do that day before getting underway, to help you stay 
grounded and calm.  

Tip 2: Start a Night time Routine  

At night, prepare and lay out everything you need for the next day. Tidy the house (at least the 
kitchen), shower, iron clothes, make breakfast, pack lunches, and put bags by the door. This way, in the 
morning you can get straight to work planning your day, and completing important tasks. Having 
everything ready at night also helps cut the time it takes to get dressed and out the door, reducing the 
stress in the morning. 

Tip 3: Clear Your Clutter  

The less stuff you have the less of it you have to clean, store and maintain, which gives you more time 
to focus on what really matters to you and what’s going to get you closer to your goals. Clutter’s also 
visually distracting, which causes stress and makes it difficult to concentrate or get anything done. Go 
through one drawer, closet, or room for 15 minutes at a time and eliminate what you don’t use, truly 
love, or need. Toss it, recycle it, or donate it.  

Tip 4: Get Organized  

Have a place for everything, and everything in its place. Think about the most practical place to 
keep your possessions, with keys en route to doors, pens near note pads, paperwork in your desk and 
phones kept in easy to reach so you can quickly answer them when they ring. This cuts the time it takes 
to find items and makes your life that little bit less stressed. The general rule is to keep what you use 
the most within arm’s reach and store away what you use less frequently.  

Tip 5: Schedule It and Stick to It  

Schedule everything. Get a calendar and treat it like an extension of yourself, entering all the activities 
you want or need to incorporate into your life. You can note down meals, chores, meetings, work, 
school, downtime, even planning time, and make sure you honour each item like you would a-hard-to-
get appointment!  

  



Tip 6: Limit Your Time Online  

We often find ourselves jumping online to quickly check our emails, Facebook, the weather or news, 
and end up browsing the Internet for hours! A great way to create more time in your life for the things 
that really matter to you is to cut down on the time you spend online. Start off by tracking how much 
time you’re spending on the web using the nifty program Rescue Time, which runs in the 
background of your computer noting what websites are eating your time the most. Next you can use the 
information to make changes to your Internet activity and set goals to spend only specific amounts of 
time in certain categories.  

If you’re constantly swamped with email, try the program Unroll.me. It helps you easily unsubscribe 
from subscription emails you’re no longer interested in, and lumps all of the ones you want to keep into 
a single email, helping you to keep your inbox tidy and manageable.  

Tip 7: Clean Up  

Having a clean and tidy home is extremely beneficial. This saves you time, as you do not need to hunt 
around for misplaced items, and reduces stress by eliminating many of the unnecessary mental 
distractions that surround you.  

Cleaning can however be so time consuming and draining that we suggest breaking it down into 
manageable chunks by creating a cleaning routine. All you need to do is make certain daily tasks 
around the home a priority, such as washing dishes after every meal and cleaning as you go. Then 
tackle a specific chore each day of the week, making Mondays bathroom days, Tuesdays laundry days, 
etc. If you have others living in the household with you, make them accountable for a certain zone and 
for their own things if old enough. Or if it’s in the budget, hire a cleaning service to come in as 
frequently as needed.  

Tip 8: Make a List, Check it Twice  

Mental clutter is just as distracting as physical clutter, so keep your mind clear by writing everything 
down. If you have an idea or come across a resource throughout the day, note it down. Keep 
a running log in a small notebook, on an index card, or on your phone, then come back to those 
thoughts later at a scheduled time.  

Also, jotting down the top three things you must complete each day will help you focus and apply the 
time you do have to accomplishing your most important tasks. With those out of the way as early 
as possible you’re free to then direct your time and energy to other items, including any unexpected 
situations that may arise, without feeling frazzled or anxious knowing you have major work undone.  

Tip 9: Create an Outlet  

Having too much on your mind and no time to recharge wastes time. You can’t perform at your peak if 
your thoughts are scattered and unfocused. Stress from the demands of daily life can also cut into your 
time, causing health issues and lower productivity and drive. Find an activity that interests you and 
allows you to escape and relax. Try joining a group of runners, taking a yoga class, or writing a journal 
- whatever you enjoy.  

Tip 10: Delegate 

Think of all the time you waste trying to handle everything on your own.  

Pass along the tasks you don’t want to do, have time to do, or have the skillset to do. The person 
who takes over should be someone you can trust to get the job done well, like a family member, friend, 
or co-worker. If you have the finances, you can even consider hiring a concierge service. You may be 
surprised at how affordable such an option can be. For the cost of seven cups of coffee a week, you’ll 
have more projects crossed off your to-do list and more time to do what makes you happy.  

To learn more about Surrey Hills Concierge and how we can help you achieve a better 
balance in your life, with more time to focus on what you love, visit: 
Surreyhillsconcierge.co.uk or call 01306 740651 or 07747 444292 


