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10 Secrets of Top Performers to Better Manage Time

Have you ever feit as i thera's too much going on? Not snough hours in the day? Can't find the time
between the kids, work and other commitments? How do successful peopie with mars on their plates
than us manags to conquer tha world, and do it with easa? Usa thess 10 tips to increass succsss.

1 Keep things in perspective: Most crack under precsure bacause thay lose perspective. Fear of “losing”
overwneims us to physical, emotional and spiritual breakdown. List three events that stress you on &
regular basis. How can you put thece things into perspactive, to reducs or eliminate stress?

2 Compartmentalize: Some of us get bogged down in details. Others manage, solve muitipie problems
and maintain emotional control. Success is about compartmantalizing problems by focusing on one at
a tima. While most people multi-task —the great ones focus.

3 Escape excessive cognition: The enamy of creativity and clarity is exces-
sive cognition — too many thoughts to procass at the same time. Take
time to be alone with your thougnhts. Solitude rests the mind keeping it

frash and abie to focus. The greatest asset you can give yoursalf is the < “
Steve Siebokd has studied ability to think with a clear mind. E“M—
ana coached top performers 4 Master Follow Up: Wa over-promise and under-daliver. Wi have good y TO[GH\ESS
for over 30 years. A former intentions, but we're forgetful because we have too much to think about. \E(RH‘ OF THE
professional athlets, he is a Use a pen/paper or maka notes on your Smartphone of things you say JELRELY
psychological performance you're going to do. Follow-through inspires confidence and fosters trust. “OR”] (H\\
ana mental toughnass coach, 5 Don't be led by the approval of others: Many peopis valus the opinions T T wi
ana author of, 177 Mental of others over their own. it's called conformity. It zaps energy. Next time 0
Toughness Secrsts of The you wonder ‘what if* people won't agree or won't like you, raframe the sme swbﬂm
Worid Ciass. Steve says question: So what if they don’t? What's the worst that will happen?
success comes down to 10 68 Learn to say “No'": If you're a 'YES' person aiways agreeing to heip with
ways of taking on life and your time — it takes away from other things you could be doing. Help others, but it's acceptable to
managing time. His chents say ‘NO" as well. People won't dislike you or stop being your friend because you say *NO”. Time is
inciuds Johnson & Johnson, your most vaiuable resource.
Toyota, and Procter & Gambie. 7 pevelop a world-class work ethic: When it COmes to getting results, most people produce average
He has writtsn five books, two results just to get by. They worry about time, but the raality is they have more time than they reakize
are best seliers with 130,000 if they stop meaningless activities: TV, Facebook etc. Whether business or personal, develop a work
copies in print. His national sthic of GSD (Get Stufr Done) and watch productivity and resuits go through the roof.
TV show, Mental Toughnecs 8 Be future oriented: Dreaming of the good oie’ days won't get things done. What i significant about
with Steve Siebold, won a the past is how it affects the present and future. Stop looking in the raarview mirror wishing things
Tesly Award for best best moti- were different. Don't play the victim game. Focus on here and now.
vational enow. He appears on 9 Develop a sense of urgency: Soms operate as if there is an endiess amount of time in a day, wesk,
Good Moming America, ABC month, year, life... and constantly procrastinate. Be more productive by becoming more sencitive to
News, FOX Business Network, time. Go after things with a sense of urgency as if there's no tomormow.
BBC in Ewrops, NEC Austrafia. 10 Become a probiem solver: Peopie who do it sl are focusad on solving probiems. They don't worry
ana dozens of others. about being recognized or given credit for what they accomplish. Drop your ego. Ask for haip if you
mentaitoughnesssecrets.com have to0 much on your piate. Learn to delegats. Thare is no shame in turning to others for haip. B
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