Secrets for Efficiency: Maximizing Time!
Anyone living with ADHD will tell you it is really not easy to change our ways, especially when it
comes to procrastination and lack of organization!
How much time would you gain if you didn’t have to go through procedures to justify and repair the
consequences of being late, like rescheduling a missed appointment or starting over a failed class
because you didn’t complete it on time? This without mentioning the fees that can add up and the
potential damage to your reputation. Can you really afford it?
For those who answered « no », here are some worthy time management tricks you can’t ignore
anymore:

See time pass
Have a clock or a watch at sight to keep track of time. Tools like an hourglass or a time timer
(timetimer.com) could also be useful.

Note down your tasks and appointments
 Invest in a good agenda! (look for these features: easy to use, consult and carry).
 Keep the agenda with you and consult it frequently.
 Save a daily timeslot to update your agenda.
For some people, the intelligent cell phone could be the best option if it is kept at hand, charged
and synchronized, of course! Indeed, well used, this tool:
o Gives access to many applications facilitating time management and allowing the use of
alarms and reminders.
o Allows stocking a lot of information while being very small.
o Syncs quickly with the home and workplace computers.
o Is one of the rare objects a person with ADHD is the less likely to forget.
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Plan your schedule (ideally the night before or at the beginning of the day)
 Establish priorities following a system of importance and emergency.
 Save time to take care of unexpected events and revise, if needed, the order of
priorities.
 Avoid starting impulsively an unplanned task «While I’m here… »
 Identify the periods in the day when you are the most efficient and put the most
difficult tasks of the day there.
 Associate a fun activity to the difficult one (bonus-rewards)
 Subdivide the heavily demanding tasks: separate them in smaller steps to make
them easy to begin… and place them at a precise moment in the agenda to take
advantage on stimulating a sense of urgency.

Start!
The «10 Minute Strategy» is an excellent mean to put you into action:

 Give yourself the goal of working for 10 minutes, regardless of the work that will be
done in that time.
 In most cases, this 10-minute activation is enough to put your thoughts in order and
lower the anxiety level.
 Afterward, it even occurs we don’t feel like stopping!
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People with ADHD are often prone to follow up on sudden ideas, immediately. The more
the task is interesting and fun, the more it is exciting and appealing. Consequently, the
person can spend hours doing non-urgent and unimportant things with great interest to
realise at the end of the day that priorities were flew over, if not completely put aside
Generally, a task can be classified following 2 axes: its importance and its level of
urgency.
Here are examples:
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Urgent

Not urgent

Important

Unimportant

Example: Call a plumber to fix a leak.

Example: The phone rings while we take
care of bills.

The level of emergency makes this
type of task more stimulating for
people with ADHD who generally are
high achievers in important
emergency situations.

The level of emergency makes this type
of task more stimulating for people with
ADHD, even if they are not important.

Example: Gather the pertinent
documents for the tax return.

Example: Explore what friends wrote on
Facebook.

Despite their importance, their «non
urgent» level makes this type of task
particularly hard for people for
ADHD. Although all their good will,
without a source of stimulation,
initiating and maintaining this type of
task asks for MORE efforts than for
most people.

The non urgent and unimportant but
immediately exciting and fun tasks hold
a very difficult to suppress ATTRACTION
for people with ADHD.
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