Empowering your time:
Practical strategies to create a value-based
schedule

Reflection questions:

1. How well are you currently managing your time (1-terribly; 10-great)?
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2. What types of tasks do you procrastinate most on?

3. What do you procrastinate with?

4. What are the two biggest challenges you face in your time management?

5. What would a perfect schedule look like?

6. What is keeping you from it?

Notes and strategies:

©Christina Shenvi, MD, PhD, MBA

Page PAGE \*
MERGEFORMAT 2



1. Decide
a. Reflect on the jellybeans video.

b. Where do you notice learned helplessness creeping in? Eg statements of “| have
to do this” or “they’re making me do that?”

c. What is your big mission or vision? Or what are the most important things to
you? What are your hedgehogs?

a. What are your concrete goals for the next year. Consider what results you want in
different areas (work, new projects, family, personal, health). Then determine 2-3
critical actions that you will need to do to get the results that you want.

Desired results 2-3 critical actions

2. Plan and Prioritize

Practical strategies to align your schedule with your values:

1. Write down your big goals and mission.

2. Write down all the projects and things that you do. Identify two that are not aligned with your
mission/wision that could be removed, deferred, or not renewed.

3. Write down your goals for the next 1 year, 1 month, and 1 year.

4. Create a plan for what actions you need to take to meet each of the goals. Get mentorship when
unsure.
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a. Consider the concept of the ikigai. Write down everything you do on the
right-hand side. Draw arrows to where each item would fall on your ikigai. How
could you eliminate things with overlap of 2 or fewer circles?

What you
love
What What
L2 the
are i world
g‘;’f needs
What you
can be paid
for

b. Time inventory: Assess where your time is going. When you reflect on the time
inventory, where are you spending more time than you thought or less time than
you thought? Look at your time and assess what changes you want to make with
the lenses of:

i. Priority — Are you prioritizing what is important?

ii. Strategy — Are you working in ways that are intentional or reactive?

iii. Efficiency — Are you doing things in the right amount of time?

©Christina Shenvi, MD, PhD, MBA

Page PAGE \*
MERGEFORMAT 2



Practical strategies to examine your time expenditures:

1. Look at your time through the lens of priarity: are youw doing the right things? Are yvou spending yvour time
in o way that is aligned with your values? If not, where could you make the easiest changes? Where could
yvou make the most important changes?

2. Use the lens of strategy: Are you doing things the right way, or is your day or yvour work scottered and
fragmented? How could youw work in o way that gets things done most effectives? E.q. through better
planning, outsourcing, avoiding overwaorking, perfectionism, or all-or-nothing thinking ?

3. Use the lens of efficiency: Where are you spending more time than you need to on things? Where are you
wasting time ? How could you do simple, shallow tasks more guickly?

c. Consider the ideas of deep and shallow work. What work do you do that is ‘deep
work’?

i. How could you do more deep work?

ii. How could you block off time to prioritize your deep work and give it your
full attention?

d. What work do you do that is ‘shallow work’?

i. How could you block off time for the shallow work so that it does not
interrupt deep work time?

ii. How could you do the shallow work as quickly as possible?

Prectical strategies (o manoage pour deep and shallow eroark:
1. For deep work: Creoate tirme bilcoks for the deep work and plon wha b voor aall do i those fime Blocks, Clear
your phrysiool spoce. Cleor ypowr digitad space [from nobiffcations o o windows or powr phone). Clear yoor
mentol spoce by writineg down alf youwr thowghts.
F For shalliow work: Create time for it and do & as efficiently as possibile. Creale o system o capture the »
e oops or ho do’ thowghits 2o that pow con cleor powr mdmd omnd madntaln o reliobde spstenr. For shallow =
WAk OB evTiendl, ke |::|::l-.'\.l|'1.'-e-"
Dielefte, Do nod worsthe powr Birne on things thot oo not motder

= B, if it will toke less thon 2 minutes

- Delegate. WWhenewver possibie.

- Defar iF i s desp work and will reguire time and thought, add (1 fo pour to do st or calendar

- Becliee. If it is Aot necessory or ot i e with your valess and priovities (cansicder the (kigai).
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a. In what areas do you procrastinate out of self-sabotage, self-worth protection, or
fear of failure?

b. Do you ever notice yourself overworking or over-committing out of a need to
prove yourself?

c. When you avoid doing certain tasks, which emotions are you typically avoiding?

d. Write down at least 5 habits, what are the cues/responses/rewards? Are these
habits you want to increase or reduce?
Habit Cue Reward Inc or Dec Disrupt/Reinforce |

Proctical strategies to avoid self-sabotage:

1. Focwus on effort not abilities.

2 legrn to love the process, empoiloy o growith mindset.
3. Decoupls performance and self-worth.

Proctical strotegies to overcome the activation barrier:

- Cultivate cwriosity abowd why you are avoiding 7E.

. Explore how the work aligns with your Big missionSvalues.
Ask Whar /s fhe immediate nexT step P

Ask: Can ! do this for 20 minutes?

Flarr tor fail,

b Gy by b

4. Reflect
a. What recurrent negative thought patterns do you have? x
L
O
&
b. How do you tend to feel with those thoughts? o
]
o
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c. How do you want to feel about the given circumstances?

d. What thoughts could you choose instead?

Practical strategies to manage your mind:

1. Write down all your thoughts for 5 minutes at the start of each day or when your mind feels maost
cluttered.

2. Pick on thought that resonates or tugs at you the most.

3. Examine how it makes you feel. Feel the feeling intentionally for 5 minutes.

4. Decide how you want to feel.

5. Identify and choose a new, believable thought that creates the desired feeling.

Action Plan: Decide B Plan 2 Do [@ Reflect

Pick one substantial but achievable project or goal that you want to complete, or a change that
you want to make. We will use a process called mental contrasting with implementation
intentions.

I.  Pick one WISH for something you would like to accomplish or change. Be as specific and
time bound as possible:

II.  Whatis the OUTCOME you want? How will it feel, what will it mean to you to reach your
wish, and why do you want to do it:

lll.  What do you need to DO to achieve this? Narrow it down to 2-3 critical actions that will
drive success:
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IV.  What inner OBSTACLES do you anticipate when you try to do the actions above:

V. Make a PLAN to overcome each of the inner obstacles using an implementation
intention: When | encounter [obstacle] then | will [action].

Contact: linkedin.com/in/shenvi
shenvi@timeforyourlife.org
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