
A brief history
SUBHEAD

1748
In 1748, Benjamin Franklin said “Time is money” in an essay titled “Advice to a Young 

Tradesman”. This phrase has become one of the mantras of the business world ever since.

19TH CENTURY
The industrial revolution of the 19th century and the rise of factories created a need to 

fabricate a new relationship with time. Factory work, unlike land-based labour, demanded 

punctuality. People needed to learn to live by the clock rather than by the sun. 

1911
In 1911, Frederick Winslow Taylor published “The Principles of Scientific Management” 

which presented a management theory whereby factory managers analysed the best way 

for workers to do a job. They then provided appropriate training and resources, along with 

incentives, in order to improve performance.

1990
Stephen Covey explored time management in his 1990 book, “The Seven Habits of Highly 

E�ective People”. His powerful yet simple four quadrant matrix looks at the importance of 

the task or activity versus its urgency. His argument centered on the idea that people 

spend too much time in Quadrant 3 (not important yet urgent) and not enough time in 

Quadrant 2 (important but not urgent). Covey emphasised that Quadrant 2 should have 

greater focus to help in the long-term achievement of goals.

Whether or not we assign a dollar value to it, time is valuable and finite. Think about it: 

How much of your typical work week do you spend stressed about not having enough 

time to complete a task, reach a goal or spend on personal ma�ers?

There are lots of di�erent ways to tackle the issue of time management — you can 

download apps, adjust your sleep time, create lists, etc. But if you don’t fully understand 

why it’s important for you to be�er manage your time, those apps and lists aren’t going to 

help you. If you don’t have the motivation to use them, you won’t.

Spending a li�le time learning about time management techniques will have huge 

benefits now – and throughout your career. It can be the di�erence between having a 

work/life balance or not.

Where do you spend most of your time?

Time is a valuable resource, and many of us feel as 
if we don’t have enough of it when trying to balance 
work and personal tasks. There are lots of different 
ways to tackle time management, but the first step 
is to understand why it’s important to manage your 
time efficiently. 
Taking some time to learn about time management techniques will bring 
huge benefits for your career and work/life balance.

Time management

KEY TAKEAWAYS

Based on history
Time management theory goes back as far as the 18th century 

and was accelerated by the industrial revolution. There are now 

a variety of theories and techniques available

Assisted by tech
Technology has since evolved to assist in time management

Calmness is key
One of the most important things to remember is to stay 

calm and not let yourself feel overwhelmed by tasks

The Pomodoro Technique
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The Pomodoro Technique was invented in the early 1990s by developer, entrepreneur, and 

author Francesco Cirillo. The system was named “Pomodoro” a�er the tomato-shaped 

timer he used to track his work as a university student. The methodology is simple: When 

faced with any large task or series of tasks, break the work down into short, timed intervals 

(called “Pomodoros”) that are spaced out by short breaks. This trains your brain to focus 

for short periods and helps you stay on top of deadlines or constantly-refilling inboxes. 

With time it can even help improve your a�ention span and concentration.

HOW TO:
1. Choose a task to be accomplished.

2. Set the Pomodoro to 25 minutes (the Pomodoro is the timer)

3. Work on the task until the Pomodoro rings, then put a check on your sheet of paper

4. Take a short break (five minutes is OK)

5. Every four Pomodoros take a longer break

Learning from Agile project management principles

Agile methodology is a project management practice that is an iterative and incremental 

approach to developing and delivering something. Although designed originally for the 

so�ware industry, many industries now use Agile because of the highly collaborative and 

empowering nature of the approach. 

Agile encourages teams to break the ultimate deliverable, whether that be a new so�ware 

feature or marketing campaign or other internal project, into a number of small discrete 

tasks. It then encourages the team to prioritise the tasks and only work on those which 

can deliver immediate value to the business, sometimes referred to as a ‘minimum viable 

product (MVP) or delivery.’ 

Scrum is one of the most popular process frameworks for implementing Agile. Scrum 

encourages structured ‘ceremonial’ periods and meetings. Fixed-length iterations, called 

“Sprints” that last two or four weeks, allow the team to regularly review their priority list in 

a regular rhythmic pa�ern. At the end of each Sprint, the team meet to plan the work to 

be done in the next Sprint. 

As the name suggests, Agile methodology prefers feedback and change over short 

periods instead of an in-depth and o�en time-consuming planning process. This approach 

can benefit your business by:

• Providing early and continuous delivery of value;

• Reducing the risk and impact of errors; and 

• Improving your alignment with client needs.
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The evolution of technology 
to assist in time management

Remember the good ol’ Gan� chart in Microso� Project? Today our time management 

technology has evolved considerably. Various so�ware providers, including Trello, Asana, 

monday.com, Slack, Microso� Teams and Jira from Atlassian, can provide you with a 

variety of time and project management features. You can remove your excess reliance on 

emails with instant messaging and chat tools. Improve collaboration with colleagues and 

clients with cloud-based document sharing tools. And have greater visibility of tasks and 

their progress with Agile boards. Other features include task tracking and the ability to 

block or limit the use of certain so�ware, such as email and internet browsers.

There are plenty of solutions to choose from, so it’s worth trying a few (they o�en have 

free trials) to determine their fit for your business. Make sure they are easy to use and 

flexible enough for your established work behaviors.
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Stay calm and keep things in perspective

Perhaps the most important thing to remember when it comes to time management is to 

stay calm. Feeling overwhelmed by too many tasks can be a highly stressful a�air. 

Remember, the world probably will not end if you fail to achieve your last task of the day, or 

leave it until tomorrow, especially if you have prioritised sensibly throughout the day.

Going home or ensuring you get an early night, so that you are fit for tomorrow, may be a 

much be�er option than meeting a self-imposed or external deadline that may not even 

ma�er that much. Take a moment to pause and get your life and priorities into 

perspective, and you may find that the view changes quite substantially!

Enjoy this article? Sign up for our bi-monthly newsle�er to receive further Netwealth 
Obsessions designed to challenge your business thinking with surprising topics and 
insightful facts. 

Go to netwealth.com.au/obsessions to sign-up. 
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How to run an effective meeting

Meetings can be expensive. To calculate the precise cost, multiply the hourly wage of each 

person present at the meeting by the length of the gathering. Imagine if you could 

minimise the time wasted at meetings? Here are some tips as to how:

Follow the 80/20 Rule

Stats and trends
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WORKING HABITS

WORKING HOURS OECD NATIONS

TECH USE

TIME SPENT USING SOCIAL MEDIA APPS

MANAGE YOUR TIME
Why don’t you try using a grid, like the priority matrix, to organise your tasks into their 

appropriate categories:
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Crying baby
Kitchen fire
Some calls
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Distractions
Other calls
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Busy work

Time wasters
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Delegate Drop it

56
The average number of 
interruptions a day for employees

36
Employees checking their inbox 
on average 36 times per hour

62
Meetings per month, on average. 
With half of those considered 
to be time wasted

Source: Atlassian, 2019

On average, we spend 4.8 hours a day 
(73 days per year) on our phones.

Of Australians say they check 
their mobile at least once every 
30 minutes

In 2021, we spent an average 
of 2 hours per day on social media

Source: Forbes, 2021, Deloi�e, 2019 and We are social, 2022

Source: OECD, 2018
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The 80/20 Rule, also known as the Pareto Principle, argues that 80 per cent of a person’s 

results come from 20 per cent of their activity. This principle can also be applied to how 

you manage time. 

Are you focusing in on the 20 per cent of activities to produce 80 per cent of your desired 
results?

Is a meeting actually necessary? 
If your objective can be met through email, instant messaging, 

a conference call, or even a quick in-person discussion, skip the 

meeting altogether.

Agree on the meeting objectives
A clear goal will set the tone for the meeting and determine its 

direction. 

Invite decision-makers
The most e�ective meetings involve stakeholders who can make 

decisions immediately.

Set a time limit and stick to it
Meetings that drag on for too long cause a�endees to lose patience 

and focus. A�ention spans are short, and time is valuable.

Create an agenda and stick to it
The agenda is an outline to keep everyone on topic and maintain the 

meeting's flow. Sidebar conversations waste valuable time.

Prioritise topics
Don't leave the most important topics for last. That way, if someone 

needs to step away or leave the meeting early, you'll still have 

accomplished your main goals.

Wrap up clearly
At the end of the meeting, reiterate any decisions, deadlines, and 

clarify follow-up actions. All meeting participants should understand 

exactly what is expected of them. Schedule follow-up meetings 

immediately.

YOUTUBE
17.1 Hours/month  +5% Year on year change

FACEBOOK
17.6 Hours/month  -3% Year on year change

INSTAGRAM
8.3 Hours/month  +2% Year on year change

WHATSAPP
5.8 Hours/month  -4% Year on year change

TIKTOK
23.4 Hours/month  +40% Year on year change

On average, workers in the OECD nations worked

1,734 hours
With Germans pulling in a comfortable

1,363 hours
Mexicans put out a whopping

2,148 hours 

Australia comes in 16th with

1,665 hours
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