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„I need more time“
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Agenda 

• Introduction & backgrounds

• Some examples of techniques and tools

• Exercise

• Tips and more









http://pomodorotechnique.com



How Time (and tasks) can be Managed

- Table – method
- Getting Things Done
- Organising without lists
- Eisenhower Matrix







Getting Things Done



Organising without lists

Activities for
Wednesday, 

23rd February

− Literature research
− Structure
− Writing

− Financial budget
− Read guidelines− Running

− Jogging
− Yoga

− Prepare
presentation

− Prepare handouts



URGENT NOT URGENT
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Crises
Pressing problems
Trouble shooting
Deadline-driven projects

II.
Problem prevention
Recreation
New opportunities
Networkting
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III.
Interruptions
Some phone calls
Some mails
Some meetings
Popular activities

IV.
Trivia
Some mails
Some phone calls
Time wasters
Pleasure-activities

Eisenhower Matrix



Exercise - Being Dwight

Reflect your activities of last week

• What you have done or haven’t done?
• In which area you spent most of your time?

Draw the matrix on a piece of paper and write down your activities and put them in 
the different quadrants.  



Random but helpful tips

• Make breaks

• Always complete a started activity

• Use your high-performance phase to work on 
important activities

• Don‘t take troubles and worries home, leave them at 
work



6 recommendations to motivate yourself

What has
motivated
you so far?

Define do-
able

milestones

Practice 
to start

Exchange 
with your
colleagues

Avoid
destructive
thoughts

Change and
activation



Mind following time waster



Make yourself aware of procrastination

Set deadlines

Split big tasks

Work according to the 3-2-1 countdown
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Thank you
for your

Attention!
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