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INTRODUCTION

Congratulations
on embarking on your
journey as an entrepreneur!
Starting a business on
Instagram can be an
exciting and rewarding
endeavor, but it also requires
effective time management
skills to navigate the
challenges and
opportunities that come your
way. In this comprehensive
guide, we will delve into
practical and actionable tips
to help you optimise your
time, stay focused, and
achieve your goals.



SETTING SPECIFIC
TIME MANAGEMENT

GOALS 

SECTION 1



DEFINE SMART GOALS: 
Make sure your goals are Specific,
Measurable, Achievable, Relevant, and
Time-bound. For example, instead of
setting a vague goal like "increase sales,"
you could set a SMART goal like "increase
monthly sales by 20% within the next
three months." 

PRIORITISE GOALS: 
Identify the most critical objectives for
your business and focus your time and
energy on achieving them first. Use
techniques like the Eisenhower Matrix to
categorize tasks based on their urgency
and importance, allowing you to prioritise
effectively.



BREAK DOWN GOALS:  
Divide large goals into smaller, actionable
tasks to make them more manageable and
less daunting. Break each goal down into
specific action steps, and assign deadlines
to keep yourself accountable and on track.

REVIEW AND ADJUST: 
Regularly review your goals to track progress
and make adjustments as needed to stay
aligned with your vision. Set aside time each
week or month to reflect on your progress,
celebrate achievements, and identify any
obstacles or challenges that may be
hindering your progress.

CELEBRATE MILESTONES:
Celebrate your achievements along the way
to stay motivated and inspired to continue
pursuing your goals. Whether it's reaching a
certain follower milestone, launching a new
product, or achieving a sales target, take
time to acknowledge your progress and
reward yourself for your hard work.

GOALS
TIME MANAGEMENT



IDENTIFYING HIGH
IMPACT ACTIVITIES

SECTION 2 



CONDUCT A TIME AUDIT: 
Track how you spend your time each day to
identify activities that contribute most to your
business's success. Use tools like time tracking
apps or simply keep a log of your activities
throughout the day to gain insights into where
your time is being spent.

FOCUS ON REVENUE GENERATING TASKS:
Prioritise activities that directly contribute to
generating revenue, such as creating content,
engaging with followers, and promoting
products or services. Use the 80/20 rule to
identify the tasks that produce the most
significant results and allocate the majority of
your time and resources to them.

DELEGATE LOW IMPACT TASKS:
Identify tasks that can be outsourced or
automated to free up your time for higher-
impact activities. Delegate administrative tasks,
such as email management or data entry, to
virtual assistants or automation tools so you
can focus on activities that require your unique
skills and expertise.



SET CLEAR OBJECTIVES:
Define specific objectives for each task to
ensure that your efforts align with your
overall business goals. Break down your
objectives into actionable steps and
establish key performance indicators (KPIs)
to measure progress and success.

EVALUATE RESULTS:
Regularly assess the effectiveness of your
activities and adjust your strategy based on
what's working best for your business. Use
analytics tools to track metrics like
engagement rates, conversion rates, and
return on investment (ROI) to determine
which activities are driving the most
significant results and which may need to
be re-evaluated or discontinued



ELIMINATING
DISTRACTIONS

SECTION 3 



CREATE A DISTRACTION FREE
ENVIRONMENT:
Designate a quiet, clutter-free
workspace where you can focus
without interruptions. Minimise
distractions by removing clutter,
turning off non-essential notifications,
and setting boundaries with
colleagues or family members.

SET BOUNDARIES WITH
TECHNOLOGY:
Turn off non-essential notifications
and limit your use of social media and
other distracting apps during work
hours. Use productivity tools like
website blockers or app timers to limit
your access to distracting websites or
apps during designated work times.

USE TIME BLOCKING:
Schedule specific blocks of time for
focused work and avoid multitasking
to maintain productivity. Block out
time on your calendar for tasks that
require deep focus and concentration,
and commit to working on them
without interruption during these
designated time blocks.



PRACTICE MINDFUL
TECHNIQUES: 
Incorporate mindfulness practices
such as deep breathing to help
calm your mind and stay focused.
Take short breaks throughout the
day to practice mindfulness
exercises or simply pause and take
a few deep breaths to reset your
focus and reduce stress.

PRIORITISE TASKS:
Use productivity tools like website
blockers or app timers to limit your
access to distracting websites or
apps during designated work
times. Use the Eisenhower Matrix or
similar prioritisation techniques to
identify and tackle the most
important tasks first. Prioritize tasks
based on their urgency and
importance, and focus your time
and energy on completing high-
priority tasks before moving on to
less critical activities.



SEIZING THE
MOMENT

SECTION 4 



DEVELOP A BIAS FOR ACTION:
Train yourself to take immediate action
on opportunities rather than
procrastinating or overthinking.
Overcome analysis paralysis by setting
deadlines for decisions and taking
decisive action to move projects forward.

SET DAILY INTENTIONS:
Start each day with a clear intention of
what you want to accomplish, and seize
opportunities as they arise. Create a
morning routine that includes setting
intentions or goals for the day, and use
this as a guide to stay focused and
motivated throughout the day.

EMBRACE IMPERFECTION:
Don't wait for conditions to be perfect
before taking action. Embrace
imperfection and learn as you go,
knowing that taking imperfect action is
often better than waiting for everything to
be perfect before getting started.



STAY FLEXIBLE:
Be open to adjusting your plans and
seizing unexpected opportunities that
may arise throughout the day. Embrace
spontaneity and adaptability, and be
willing to pivot or change course as
needed to capitalize on new
opportunities or overcome challenges.

TRUST YOUR INSTINCTS: 
Trust your intuition and act decisively
when you feel strongly about a particular
course of action. Listen to your gut
instincts and use them as a guide to
make quick, confident decisions, even in
the face of uncertainty or doub



TRACKING
PROGRESS AND

STAYING MOTIVATED
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USE A GOAL TRACKER: 
Keep track of your progress toward your
goals using a visual tracker or digital tool.
Whether it's a spreadsheet, a habit-
tracking app, or a bullet journal, find a
method that works for you to visually
monitor your progress.

CELEBRATE SMALL WINS:
Acknowledge and celebrate each
milestone you achieve, no matter how
small, to stay motivated and focused.
Reward yourself for reaching goals or
completing tasks, whether it's treating
yourself to a small indulgence or taking a
break to relax and recharge.

REVIEW AND REFLECT:
Take time to reflect on your progress
regularly and identify any areas where
you can improve or adjust your strategy.
Schedule weekly or monthly check-ins
with yourself to review your goals, assess
your progress, and identify any obstacles
or challenges that may be hindering your
success.



FIND AN ACCOUNTABILITY PARTNER:
Share your goals with a trusted friend,
mentor, or peer who can hold you
accountable and provide support.
Whether it's checking in regularly to
discuss your progress or sharing
updates and insights, having someone
to hold you accountable can help keep
you motivated and on track.

STAY INSPIRED:
Surround yourself with positive
influences, whether it's reading
inspiring books, listening to
motivational podcasts, or connecting
with like-minded entrepreneurs. Seek
out opportunities to learn and grow,
and surround yourself with people who
uplift and inspire you to reach your full
potential.



CULTIVATING A
GROWTH MINDSET

SECTION 6 



EMBRACE CHALLENGES:
View challenges as opportunities for
growth and learning rather than
obstacles to be avoided. Adopt a growth
mindset and approach challenges with
curiosity and resilience, knowing that
each obstacle presents an opportunity to
learn and improve.

LEARN FROM FAILURE:
Instead of dwelling on failures, extract
valuable lessons from them and use
them to fuel your growth and resilience.
Embrace failure as a natural part of the
learning process and use it as an
opportunity to refine your approach,
develop new skills, and ultimately,
achieve greater success.

PRACTICE SELF COMPASSION:
Be kind to yourself and recognise that
setbacks are a natural part of the
entrepreneurial journey. Practice self-
compassion by treating yourself with
kindness and understanding, especially
during times of difficulty or failure.



SEEK FEEDBACK:
Solicit feedback from mentors, peers,
and customers to gain valuable
insights and perspectives on how you
can improve. Embrace feedback as an
opportunity for growth and use it to
identify blind spots, refine your
approach, and become a better
entrepreneur.

FOSTER A CULTURE OF CONTINUOUS
IMPROVEMENT:
Encourage a growth mindset within
your team by celebrating innovation,
experimentation, and learning. Create
a culture where failure is seen as an
opportunity for growth, and where
employees feel empowered to take
risks, learn from mistakes, and
continually strive for improvement.



BUILDING
WILLPOWER AND

GRIT
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START SMALL:
Build your willpower muscle by setting
small, achievable goals and gradually
increasing the difficulty over time.
Start with simple tasks or habits, such
as waking up early or exercising daily,
and gradually challenge yourself to
take on more difficult tasks as your
willpower grows.

DEVELOP DAILY HABITS:
Cultivate daily habits and routines
that support your goals and reinforce
your willpower. Whether it's setting
aside time each day for focused work,
exercise, or self-care, establish daily
habits that align with your priorities
and help you stay disciplined and
focused.

PRACTICE DELAYED
GRATIFICATION:
Learn to delay immediate gratification
in favor of long-term rewards by
setting aside short-term pleasures for
later. Practice delaying gratification in
small ways throughout your day, such
as resisting the urge to check your
phone or indulge in unhealthy snacks,
and gradually build up your ability to
delay gratification in larger areas of
your life.



VISUALISE SUCCESS: 
Visualise yourself achieving your
goals and overcoming obstacles
to boost your motivation and
resilience. Create a mental image
of what success looks like for you,
and use it as a source of
inspiration and motivation to stay
focused and committed to your
goals, even when faced with
challenges or setbacks.

STAY RESILIENT:
Accept that setbacks and
challenges are inevitable, but
remember that resilience is the key
to bouncing back stronger than
ever. Cultivate resilience by
reframing setbacks as
opportunities for growth,
maintaining a positive outlook, and
seeking support from friends,
family, and mentors during difficult
times.



MAKING STRATEGIC
DECISIONS
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SET CLEAR PRIORITIES: 
Clarify your top priorities and use them as a
guide when making decisions about how to
allocate your time and resources. Prioritise
tasks and projects based on their alignment
with your overall business goals, and focus
your energy on activities that will have the
greatest impact on your success.

ASSESS RISKS AND REWARDS:
Evaluate the potential risks and rewards of
each decision to ensure that they align with
your overall business strategy. Consider
factors such as financial implications,
market trends, and potential obstacles when
weighing your options, and choose the
course of action that offers the best balance
of risk and reward.

CONSULT WITH OTHERS:
Seek input from trusted advisors, mentors, or
team members to gain different
perspectives and insights. Collaboration and
consultation can help you make more
informed decisions, identify blind spots, and
uncover new opportunities that you may not
have considered on your own.



EFFECTIVE
DELEGATION
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IDENTIFY TASKS FOR DELEGATION:
Determine which tasks can be
delegated to others based on their
skill level, availability, and relevance to
your business. Delegate routine or
time-consuming tasks that don't
require your unique expertise, such as
administrative tasks, research, or data
entry.

SET CLEAR EXPECTATIONS:
Clearly communicate your
expectations, deadlines, and desired
outcomes to the person you're
delegating tasks to. Provide clear
instructions and guidelines for
completing the task, and be available
to answer any questions or provide
support as needed.

PROVIDE NECESSARY RESOURCES:
Ensure that the person you're
delegating tasks to has access to the
resources, tools, and information they
need to succeed. Provide training,
guidance, and access to relevant
documents or systems to support
their success and ensure that they
have everything they need to
complete the task effectively.



EMPOWER YOUR TEAM: 
Trust your team members to take
ownership of their delegated tasks
and empower them to make
decisions and solve problems
independently. Provide autonomy
and freedom to experiment and
innovate, and encourage them to
take initiative and ownership of
their work.

PROVIDE FEEDBACK AND
SUPPORT:
Offer constructive feedback and
support to your team members
throughout the delegation process
to help them grow and succeed.
Provide regular updates and
check-ins to monitor progress,
offer guidance, and address any
challenges or concerns that may
arise along the way.



CREATING RITUALS
FOR SUCCESS
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ESTABLISH A MORNING ROUTINE:
Start your day on the right foot by
establishing a consistent morning routine
that sets a positive tone for the rest of the
day. Incorporate activities such as
exercise, journaling, or reading to help
you feel energised, focused, and ready to
tackle the day ahead.

PLAN YOUR DAY AHEAD:
Take a few minutes each evening to plan
out your schedule and prioritise your
tasks for the following day. Review your
calendar, to-do list, and goals, and
identify the most important tasks or
activities that you need to focus on to
move closer to your goals.

INCORPORATE BREAKS AND
DOWNTIME:
Schedule regular breaks throughout your
day to rest and recharge, whether it's
taking a walk, practicing mindfulness, or
simply stepping away from your work.
Give yourself permission to take breaks
and recharge your batteries, knowing
that rest and relaxation are essential for
maintaining productivity and creativity.



PRACTICE GRATITUDE:
Cultivate a sense of gratitude by
reflecting on the things you're thankful
for each day, whether it's your
accomplishments, relationships, or
personal growth. Take time to
acknowledge and appreciate the
blessings in your life, and cultivate a
positive mindset that can help you
stay resilient and optimistic, even
during challenging times.

WIND DOWN BEFORE BED:
Establish a relaxing bedtime routine to
help you unwind and prepare for a
restful night's sleep. Avoid screens and
stimulating activities before bed, and
instead, engage in calming activities
such as reading or gentle stretching to
help your mind and body relax and
prepare for sleep.



WANT MORE?
If you want to keep
learning... 
We delved into an online course created
by professionals in their respected fields
to learn everything we know about
branding, marketing, social media,
starting a business and so much more! If
you are looking to expand your skills,
make money online, or improve your
existing business, then this is the perfect
place to be!

We love this course as it comes with such
a proactive and supportive community
as well as new courses added constantly. 

It is our go to on anything business 😍

Check it out here!

https://shop.beacons.ai/abbymedhurst/7d063d1f-8bc7-42cc-b425-4b3161b982f1
https://shop.beacons.ai/abbymedhurst/7d063d1f-8bc7-42cc-b425-4b3161b982f1

