
EFFECTIVE WAYS
OF STUDYING

BEFORE EXAMS

1. MEASURE

2. SET GOALS

Look back at yesterday.

How much time did you

spend doing key tasks?

Where did the rest of the

day go?

What are you trying to achieve?

What does success look like?

Write your goals down and

look at them every day

Some tasks are very

complicated. Divide them

into subtasks

3. MAKE ONE
TO-DO LIST

4. BREAK UP YOUR 
HARD TASKS

Get all your important tasks

down on one list. Use a good

app like TaskAngel

Do you keep putting off an

unpleasant task? Take a deep

breath and do it today

5.  FACE YOUR
FEARS
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EFFECTIVE WAYS
OF STUDYING

BEFORE EXAMS

6. PLAN YOUR DAY

7. REVIEW YOUR
ROUTINE

Take 30 minutes at the start

of the day. What are today's

key achievements going to

be?

Do you do some things

regularly? Can you do them in

a better way?

Squeeze all the other

activities into the other half.

Don't let them run away with

the day

8.  PROTECT YOUR
TIME

9. ALLOCATE
HALF YOUR TIME

TO KEY TASKS

Make appointments with

yourself. Block out the time

you need to do your key

tasks

Knock off a couple of quick

tasks before you get onto a

more meaty one. Warm your

brain up

10. START WITH
SOMETHING
EASY
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EFFECTIVE WAYS
OF STUDYING

BEFORE EXAMS

11. SCHEDULE
INTERRUPTIONS

12.  TAKE BREAKS

Emails and calls can't be

ignored forever. Plan them

into your day

After an hour you start to lose

concentration. Take a short

break to recharge your

batteries 

You can't do everything. Make

tough choices to decide what

is important 

13.  ALLOW TIME
FOR LEARNING

14.  SET PRIORITIES

You will work smarter if you

know what you're doing, and

you'll make fewer mistakes

You can only concentrate on

one thing at a time 

15.  DON'T
MULTITASK
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EFFECTIVE WAYS
OF STUDYING

BEFORE EXAMS

16. TURN OFF
UNWANTED
EMAILS

17.  EMPTY YOUR
INBOX

Emails can waste a lot of

time. Turn off the ones you

don't want, at source

Getting behind with your

emails gives you less time for

actions arising. Get your inbox

to zero every day

Don't let people break your

concentration while you are

working on a key task 

18.  DON'T BE AN
EMAIL ADDICT

19.  TURN YOUR
PHONE TO SILENT

While you are working, put

your emails away 

When you're phone isn't on

silent, it's a great tool for

reminding you to do things on

time

20. USE ALARMS
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EFFECTIVE WAYS
OF STUDYING

BEFORE EXAMS

21. DECLINE
UNWANTED
MEETINGS

22. LEAVE GAPS
BETWEEN
MEETINGS

Meetings can really get in

your way. Don't attend any

that aren't absolutely

essential

Back to back meetings are the

worst. Give yourself space to

think  

If you can't avoid a meeting,

call in. Reduce your lost time  

23. ARRIVE AT
MEETINGS ON TIME

24. USE REMOTE
MEETING TOOLS

Waiting for late arrivals

wastes everyone's time. It

soon becomes a habit

Meeting someone nearby, go

to see them. Someone far

away, call them. Or get them to

come to you

25.  AVOID
TRAVELLING

page 5 -  andrewboswell .com

30 ways to 
get more done

in less t ime

http://www.andrewboswell.com/


EFFECTIVE WAYS
OF STUDYING
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26. WORK FROM
HOME

27. WORK
REMOTELY

Working from home can

save you hours of travelling

every day, and do wonders

for your concentration

If your company works across

several sites, use the site

closest to your home 

Throw away what you don't

need and scan the rest 

28. ORGANIZE YOUR
WORK SPACE

29. GET RID OF
PAPER CLUTTER

Make sure the things you

need most often are always

to hand 

30. MEASURE YOUR
IMPROVEMENT
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Go back to tip 1 and measure

how much you've improved.

And tell your friends!
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