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Employee 
(model'us in•crediblus)



‘You don't 
find time; 
you make 

time.’



‘Ooooh, 
fuuuudge.’



Time management:

A comprehensive awareness of things that steal our time and a mitigated effort to prevent them from 
continuing to steal our time.
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... and an effort 
to prevent them 

from stealing our time.



Tom Limoncelli 
•Manage interruptions 
•Eliminate timewasters 
•Keep an effective calendar 
•Develop routines 
•Use your brain only 

for what you're currently working on 
•Automate processes for faster execution



Recognizing 
Distractions



A clean desk
is the sign

of a sick mind.



You had 
one job!



‘You control your desk.

You control how you receive information.’
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That's not how this works!



Organized clutter != distraction-free





1.Put things away. 
2.Throw things away. 
3.Give things back. 
4.Find a new home for things. 
5.Process information.
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mise en place



/MEEZ ahn plahs/ • French • noun 
‘putting in place’ or ‘everything in its place’

mise en place









A place for everything 
and everything in its place.
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Distractions



Notetaking 
and 

Removing 
Distractions



‘Can you 
write that down 

for me?’



‘I have time 
to go over it 

again, if you'd like 
to take notes.’
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Time Management for Mac Admins, Bill 
For cryin' out loud, write it down!



Pick one place you trust.



Evernote Notes OneNote Outlook Bear

Franklin Covery or Priority Management



habit



automaticity



/ah tuh muh TIS i tee/ • Greek • noun 
the notion of acting without thinking

automaticity

Week 1 Week 2 Week 3 Week 4 Week 5 Week 6 Week 7

R
ep

et
iti

on

Length of time to form a habit
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Time Management for Mac Admins, Bill 
For cryin' out loud, write it down!



3108 
685-6039 
73159 
6-16-2





Out of sight. 
Out of mind.



William Smith 
Twitter: @meck 
Slack: @talkingmoose
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