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Beginner lessons for Energy Management
Master Your Energy for Better Time Management!

DEFINITION

Energy management is the practice of optimizing your energy levels to enhance productivity and well-being. It involves
understanding when you are most alert and scheduling tasks accordingly.

KEY CONCEPTS

Energy Peaks

Identify times of day when you feel most energetic to tackle
important tasks.

Task Matching

Align tasks with your energy levels; do complex work when you're
alert and simple tasks when you're tired.

Breaks and Downtime

Incorporate regular breaks to recharge your energy, preventing
burnout and maintaining focus.

Healthy Habits

Maintain a balanced diet, exercise, and sleep well to support
sustained energy levels.

Mindfulness Practices

Use techniques like meditation or deep breathing to enhance
focus and energy management.

EXAMPLES

→ Schedule challenging tasks for
mornings when you're most alert.
→ Take a 5-minute break every hour to
refresh your mind.
→ Incorporate a short walk after lunch to
boost afternoon energy.

MEMORY TIPS

★ Think 'PEAK' for Energy Peaks, Aligning
tasks, Keeping breaks.
★ Use the acronym 'HEAL' for Healthy
habits, Energy awareness, Active breaks,
Life balance.
★ Visualize a battery charging to
remember to recharge your energy
regularly.

COMMON MISTAKES

✗ Ignoring personal energy patterns and
forcing productivity at low-energy times.
✗ Neglecting breaks, leading to fatigue
and decreased efficiency.
✗ Overcommitting tasks without
considering energy levels.

QUICK RECAP

Energy management is key to effective time management. By aligning tasks with your natural energy peaks and incorporating
breaks, you can enhance productivity and well-being. Remember to maintain healthy habits for sustained energy.
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