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Are you always busy, stressed and frantic? Find out how to
reclaim your time and your life
In today’s fast-paced world, people are often expected to be switched on 24/7, but all work
and no play not only leads to physical and mental exhaustion, it also affects your
relationships and hampers your personal growth.
Life coach Penny Holburn says that in order for you to function well in any aspect of your
life, you need to spend some time on yourself. “It’s crucial that you prioritise and plan your
time. You need downtime to rid yourself of stress and to relax so that when you are with
your loved ones, you can be present in the moment.”
She adds that people are expected to juggle many responsibilities, which can lead to feeling
overwhelmed. “With the current financial climate, many people are feeling the need to
work longer hours in order to keep their jobs and demonstrate their worth. There is then
added pressure to spend enough time with your family and friends and smartphones
require you to be in constant contact.”
Holburn suggests reclaiming your time by avoiding these time-sinkers:

Long commutes: A long commute to and from work can rob you of hours each day. Consider
travelling at times when the traffic isn’t at its worst or ask your manager if you can work
flexi-hours.
Being switched on constantly: While SMS, email, WhatsApp, Facebook and Instagram allow
you to be in contact all the time, it also means that you never really switch off. These
constant interruptions waste your time, break your concentration and interfere with your
alone time, so it’s advisable to switch your phone off for at least two hours each day.
Procrastination: Don’t put off tasks as this kills time. Just get on with it.
A lack of planning: It isn’t necessary to live your entire life according to a schedule, but
planning does allow you to accomplish more and not neglect the important things.

How to take back control
1. Determine how you spend your time: Analyse your day and take note of what you spend
the majority of your time on. Take note of how and when you are wasting time and how this
can be avoided in the future.
2. Prioritise: Take the time to decide what the most important tasks are for each day and focus
on those things first. It’s important to understand that some things can be postponed and
you don’t have to do everything in one day.
3. Use your time wisely: Part of using time well means making time for breaks. People who
take regular breaks for rest and regrouping get more done during the day. When you are
tired, you do less, make more mistakes and don’t think clearly.
4. Dump the unnecessary tasks: Don’t complicate your life by doing things that aren’t worth
your while. It’s impossible to do everything, so do what is beneficial, what you love and
what matters to you.
5. Get help: If you can afford it, get help with transporting children, making meals or
housework.
6. Stop trying to live up to others’ expectations: Don’t try to keep up with others. Do what
works for you.
7. Rethink your routine: If you are always busy and tired, then it’s time to declutter your
schedule. Remove time-wasters and unnecessary tasks and focus only on what is important.

