


Time Management 
Simplified

Presented by: Alicia Menkveld



This Session

Time 
Management 

Simplified

The Real 

TM Issue

Measures

Mindset

Methods

Digital 

Tools

Tips



Digital Overload is Climbing…

Collaboration Trends worldwide from Microsoft Teams usage: 

• Emails up 46.6 Billion (commercial & education only)

• Meeting time up: 148%

• Chat activity up: 45% per week and 42% up after hours

• Unscheduled TEAMS calls/meetings accounted for 62% of Teams usage

• Meeting time is on average 10 minutes longer

• Australians now work on average 1.9 hours longer.

(Microsoft Work Trend Index 2021)



The Real Issues…

Is productivity masking burnout?

Do you/ your staff have a time management issue or:

• an energy management issue? (fatigue/ burn out)

• an unsustainable workload issue? (lack of resourcing/ delegating too much)

• a “not letting go” issue? (new role, old mindset)

• a lack of agreed expectations issue?

• a distraction management issue? (productivity styles)

• a lack of courageous conversation issue? (not saying no/ pushing back)



“Time Management” isn’t working…

I already plan, prioritise and process my work, why do I still struggle?

1. Measures (facts & clarity)

2. Mindset (presence & mindfulness)

3. Methods (essentialism, GTD, delegation, routines, workflows)

4. Tools (Outlook, MS Teams, MS365, MS Planner)



1. Measures Provide Data…

Diagnostic: 

Productivity Styles Prioritizer Planner

VisualizerArranger



What’s Your Productivity Style?

Focused 
on:
WHAT?

Focused 
on: 
HOW?

Plato, Edgar Hoover (FBI),

Margaret Thatcher 

Aristotle, Isaac Newton,

Sheryl Sandberg 



What’s Your Productivity Style?

Ghandi, Mother Teresa,

Oprah, Bono 

Albert Einstein, Pablo Picasso, 
Steve Jobs, Richard Branson

Focused 
on:
WHO?

Focused 
on:
WHY?



1. Measures Provide Data…

Are you clear about…
• What you’re spending

your time on each day?

• How much time you’re
spending with your team?

• Which tasks energises
you/ drains you?

• How much your time is
actually worth?



MS MyAnalytics 
Dashboard

• Data on how & with
whom you spend time.

Benefits: 

• Increase collaboration
time & team meetings

• Improves work habits

• Track meetings/emails

• Get more focus time

• Promote quiet days.



MS Insights



When is your most 
productive time of 
the day?

When is your least 
productive time of 
the day?

Energy Analysis…



What we put our focus on, 
grows.

What does busy work look like 
for you?

What does productive work 
look like for you?

Which carrots do you water 
most often?

2. Mindset – Where is your focus?



Our brains are tired. 

Our traditional methods aren’t working. 
Let’s simplify. 

Every day, ask yourself:

• How can I make my work easier?

• How can I make my team’s day easier?

• What can I delete or stop doing?

Choose Simple over Complex



• Planning

• Prioritising

• Delegation

• Bottlenecks & double-handling

• Time Management Methodologies:

• Getting Things Done (GTD: David Allen)

• The ONE Thing (Gary Keller)

• Essentialism (Greg McKeown)

3. Methods



“Essentialism is not about how to get more things done; it is about 
how to get the right things done.   

It doesn’t mean just doing less for the sake of less either. It is about 
making the wisest possible investment of your time, attention and 
energy in order to operate at our highest point of contribution by 
doing what is essential.”

Essentialism (Greg McKeown) 

The Rise of Essentialism



Essentialism Model
Non-Essentialist Essentialist

LIVES



Essentialism Methodology

1. Explore:

• Purpose of your role – what are you
here to do? What’s essential for you &
your team to do?

2. Eliminate:

• Clear your mind – what can we delete,
defer or delegate?

3. Execute:

• Communicate with manager/ team,
ask for support, workflows, MS To Do,
planning & prioritizing.



4. Digital Tools – Workflows

1. Reference Material:

• Where is information, documents & procedures stored?
Standardised naming conventions?

2. Tasks:

• MS To Do, MS Planner

3. Calendar:

• Appointments, tasks, due dates, meetings

4. Connection/ Collaboration:

• MS Teams, Outlook



Top Tips for Hybrid Workplaces 

1. Communicate Clearly, Constantly & Record It: 

• Be intentional – set clear expectations, help teams prioritise workloads. 
Meeting rhythms – regular short check-ins via messaging/ calls & 1-on-1s.

2. Use Functional Technology: 

• Use a single platform e.g. MS Power Platform for streamlined operations, 
give ongoing support (MS Teams, MS To Do, Planner, Outlook)

3. Prioritise Connection & Employee Wellbeing:

• Know your team’s needs & know what motivates them. 

• Use MS Teams to connect, MS Insights, and provide training. 



Recommended Courses 

• Time Management Simplified

• Tame Your Inbox

• Boost Your Productivity

• Emotionally Intelligent Leaders

• Conflict to Co-operation

• Manage Stress Build Resilience

www.ati-mirage.com.au

https://www.ati-mirage.com.au/emotionally-intelligent-leaders-training-perth/
https://www.ati-mirage.com.au/time-management-courses/
https://www.ati-mirage.com.au/time-management-boost-your-productivity-training-course-perth/
https://www.ati-mirage.com.au/microsoft-outlook-courses-perth/
https://www.ati-mirage.com.au/conflict-resolution-training-in-perth/
https://www.ati-mirage.com.au/manage-stress-build-resilience-training/


Thank you
www.ati-mirage.com.au

9218 9059

Follow us on:

https://www.linkedin.com/company/ati-mirage
https://www.facebook.com/ATIMirage/
https://www.google.com/search?gs_ssp=eJzj4tZP1zcsSTOvii8xMmC0UjWoMEo0NkpKMjJOSjQ2STJOSrMyqLA0STS3TDVJNk4zTU02NUrz4kosydTNzSxKTE8FAFe4Ey8&q=ati-mirage&rlz=1C1GCEU_enAU943AU943&oq=ati&aqs=chrome.2.69i60j69i57j46i39i175i199j69i60l4j69i65.1935j0j4&sourceid=chrome&ie=UTF-8



