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ORGANIZE, PRIORITIZE, AND GET MORE DONE IN LESS TIME 

Do you feel like there is never enough time in the day to finish all the priorities 
you’ve set for your jewelry business? 

Time is limited. And if you have a second job, or a family, or other life 
obligations, your time to work on your jewelry business probably passes in the 
blink of an eye. 

But let me pose another question... 

Have you ever avoided making sales calls or marketing your designs because 
you’ve been spending all your time making jewelry or crossing things off your 
to do list? 

As jewelry designers, creating your collection and pricing it the right way is 
crucial for our ongoing success. However, sometimes we get bogged down or 
distracted by minutia and small tasks instead of focusing on effectively 
marketing or selling our work.  

If you’ve been scratching your head wondering why you aren’t selling as much 
as you’d like or why you can never finish even the MOST important projects in 
a timely manner (despite working HARD every day), you’re in luck.  

Today you’re going to begin learning how high functioning jewelry business 
owners are getting MORE done in LESS time. (Believe it or not there is an 
actual a formula!) 

In this workbook you will discover: 

• The Time-Suck Paradigm: Why You Aren’t Getting Enough Done 
• The Time-Optimizer Formula: How to Get More Done, Efficiently 
• Productivity Maximizer Tips for Creative Minds 

Alright, ready to get started? 

 

 

F&TA’s TIME OPTIMIZER FORMULA 
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Tell me if you can relate to this scenario: 

You wake up and hit the ground running. You are actually excited to get to 
work on your jewelry business because last week was a wash.  

Depending on your lifestyle, you may have already made lunches, sent the kids 
to school and had to deal with a multitude of life “happenings” before the 
clock hits 9 am.  

You sit down to start working by checking your email, but right as it opens 
your friend texts you about plans on Saturday night. You sit there 
absentmindedly chatting until BAM! you realize it’s been a 30 minute text-a-
thon.  

You decided to redirect and check your social media. Wow, you have at least 
1,000 new notifications! You click through a few Facebook posts only to look 
up and ANOTHER 30 minutes have past.  

Oh wait, you just got an Instagram notification and start scrolling your feed. 
You won’t spend too much time looking through; really it’s only a few minutes. 

Shoot… 45 minutes goes by and now it’s time to get serious. You finally grab 
your notebook (or note taking device of choice) and write a LONG arduous to-
do list that is never-ending. You start to feel a bit overwhelmed.  

You look up and it’s noon. Oh shoot! I haven’t even done anything productive. 
What are you going to do? 

In the back of your mind you know you should be picking up the phone or 
focusing on a new marketing technique, but instead you decide to complete 
some ideas for a new piece of jewelry.  

I need to make this collection perfect before I show it to the world. That’s 
productive, right? 

Before you know it, it’s 5 pm and the kids are already home from school. It’s 
time to start thinking about dinner. But wait, you think, “I haven’t gotten what I 
needed to done. How am I ever going to get this business to where it needs to 
be so my husband gets off my back about this being a silly hobby.” 

THE TIME-SUCK PARADIGM: 

WHY YOU AREN’T GETTING ENOUGH DONE 
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Sound familiar? 

Well, regardless of YOUR real story, I’m guessing at least some of this scenario 
resonated with you. So today you’re going to figure out how change it! 

 
Identify Your Common Time-Sucking Activities 

Here are the most common examples of things that might be side-railing your 
productivity: 

• Notifications on your cell phone (turn notifications and your sound off 
while you are working unless you are expecting an important call 

• Spending all day on Social Media (social media is important to promote 
your business but watching one more cat video is not really going to 
grow your following) 

• Obsessively checking email (email is important but it can also be a 
distraction) 

• Obsessively looking at your phone (we are obsessed with our phones. 
Hide it while you are working) 

• Messy desk syndrome (that pile of receipts is cramping your style. Clear 
off your desk -- and workbench for that matter -- at least once a week). 

• Not structuring or planning your day in advance (starting the day 
without a plan is dangerous. Plan in advance and mark certain days for 
certain tasks). 

• Not focusing on the right activities (it’s easy to rack up a to-do list with 
hundreds of action items. But are all of these things moving your 
business forward? We’ll talk more in depth about this momentarily) 

• Not enough sleep (yes, sleep is a huge factor in productivity and time-
management. We can’t be productive if we are exhausted. Go to bed 
early) 

• Working right up until bedtime (Hard to get your mind off of work if 
you are working right before you fall asleep). 

 

Don’t let your self-sabotaging behaviors become a vicious cycle of un-
productivity. List out all the activities that are wasting your time in the space 
below: 

_________________________________________________________________ 

_________________________________________________________________ 



 

 
This document is owned and distributed by Flourish & Thrive Academy. It may not be sold or 
otherwise distributed without expressed written consent. | © 2016 | Flourish & Thrive Academy 

 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 

_________________________________________________________________ 
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Optimizing your time is something that you‘ll probably be working on 
throughout your entire career.  

But imagine a life where your days end and you felt completely satisfied with 
your efforts. You’ve gotten the most important things done, orders were 
rolling in and you were easily building your business. 

It’s a wonderful way to live! This is where we start… 

Identifying Your High Leverage Activities 

Write down all of the things you do during an average day.  What do you 
spend your time doing? Then fill out the quadrants on the next page according 
to the guidelines in the table below. 

 

 
Important-Urgent: 
 
These are your tasks that must 
happen right now! As you get more 
organized and stay on top of your 
priorities, this section will become 
smaller and smaller until there are 
only a few (or no) items in this 
section. 

 
Important- Not urgent:  
 
This is your money box. This is where 
your marketing efforts, your PR work, 
your high reward tasks live. Spending 
your time focused on these tasks will 
lead to the greatest return on your 
time spent. 
 

 
Unimportant- Urgent: 
 
These are the tasks you can seek 
help with and outsource. They’re still 
important for your business, but are 
they important for YOU to do? 
Probably not. You’re time can be 
spent doing other things. Look hard 
at these tasks and see who you have 
that can help with them. 
 

 
Unimportant- Not urgent: 
 
These are tasks you need to let go of. 
They don’t serve you, or your 
business. Take a hard look at each 
item on this list and really evaluate 
whether or not you need to do it. 

 

THE TIME-OPTIMIZER FORMULA: 

HOW TO GET MORE DONE, EFFICIENTLY 
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Important-Urgent: 
 
 
 
 
 
 
 

 

 
Important- Not urgent:  
 
 
 

 
Unimportant- Urgent: 
 
 
 

 
Unimportant- Not urgent: 
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Evaluating Your High Leverage Activities 

Now we’re going to look at this same to-do list a little differently.  

This exercise is going to require you to be really honest with yourself.  

Re-list your activities on the lines below and put a dollar amount by each task. 
Which of these tasks are $5/hour, $20/hour, $50/ hour, $100/hour or 
$500/hour plus.  

Here are some examples of $5/hour, $20/hour, $50/ hour, $100/hour tasks: 

• Research 
• Administrative work like Filing and Shipping 
• Time wasting activities like obsessively checking text or email messages 
• Making every piece of jewelry for every order 
• Scheduling your social media 
• Working on your website 
• Tackling technological challenges that aren’t in your wheelhouse 

Now let’s take a look at the higher level tasks $500/hour tasks. We call these 
tasks Revenue Generating Activities and they include things like: 

• Sales emails and calls 
• PR pitches 
• Client follow up and customer service (that facilitate the sale, within 

reason)  
• Strategic partnerships or alliances 
• Collection development & pricing 
• Business Development (Learning and Implementing skills that will help 

you grow your business) 
• Anything else that is bringing in revenue for your biz 

These are $500 an hour tasks because the result of your efforts can often pan 
out to making in excess of $500 an hour for the actual time you spent on it.  

Eventually you want to think in terms of spending MOST of your time focusing 
on the $500/hour (or more) tasks that are actually helping you build a 
business. 
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Goal Setting 
Now that you’ve isolated your BIG Revenue Generating Activities, it’s time to 
start focusing on them instead of your low leverage tasks and really move your 
biz forward. 

But first, you need a proper direction to move toward!  

Write down your #1 goal or intention for your business this year. 

It’s important to be specific here and use certain terms. So, instead of saying 
something general like, “I want to make more money than last year.”  

You might say, “I want to earn at least $3,000 per month in revenue, while 
having the time and flexibility to make my kids breakfast in the morning, work 
until 3pm, and then pick them up from school, and spend the rest of the day 
being a mom and a wife.” 

Write below: 
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Breaking Down Your Goal 

Now, we’re going to break down that seemingly unattainable goal into smaller, 
more manageable ones. Another way to look at this is to work backwards 
towards your BIG goal. 

Let’s imagine your #1 goal for the year is to generate $120K gross sales. 

(Please keep in mind that your business may be at a different stage. If you 
think this number is HIGH or LOW, try to consider the overarching idea that 
these simple steps can be used to break down your goal - no matter what that 
goal is. You might also have a different type of goal like getting a new 
collection to market or getting into 10 retail stores or getting 5 sales a day on 
your website. You can use the same principles to do both of these.) 

Instead of thinking in terms of the BIG overwhelming number of $120K, think in 
terms of quarterly, monthly, weekly and even daily revenue. 

When you break this number down, you dial that BIG $120K number down to 
$10,000/month, $2500/week, or $500/day in gross sales. 

Keeping those big RGA tasks in the forefront of our minds, what are the 
actionable steps you can take to each month to reach your $10,000/month 
sales goal? 

• Get 1-2 PR placements every month 
• Take specific actions to drive traffic to your website 
• Build your email list 
• Get featured by a popular blogger 
• Plan quarterly collection launches 

Then breaking it down even further, what does it look like to gain $500/day?  

• Maybe it’s reaching out to 3-5 stores daily 
• Selling 3-4 pieces on your website 
• Plan a retail show to unload extra inventory 
• Post on Instagram for your Item of the Day driving traffic to your 

website 
• Plan or write your weekly email blast 

Now our large overwhelming goal has become more bite sized and more 
manageable. But goal without action isn’t anything- it just sits there, so we 
need to put some structure in place to make sure we are actually moving 
forward. 
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Quarter #1: January, February, March 

Sales Target:______________________ 

Action Steps: 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

Quarter #2: April, May, June 

Sales Target:______________________ 

Action Steps: 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

 

  

QUARTERLY 
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Quarter #3: July, August, September 

Sales Target:______________________ 

Action Steps: 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

 

Quarter #4: October, November, December 

Sales Target:______________________ 

Action Steps: 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

 

 

 

 

QUARTERLY 
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Sales Target:______________ 

Monthly Priorities 

Limited to 3 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

 
Week 1 Priorities 

These should support your monthly priorities. Simple actions to achieve the 
bigger goal. Limited to 3. 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

 
 
Week 2 Priorities 

These should support your monthly priorities. Simple actions to achieve the 
bigger goal. Limited to 3. 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

 

 

 

MONTHLY 
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Week 3 Priorities 

These should support your monthly priorities. Simple actions to achieve the 
bigger goal. Limited to 3. 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

  

Week 4 Priorities 

These should support your monthly priorities. Simple actions to achieve the 
bigger goal. Limited to 3. 

• ____________________________________________________________ 
 

• ____________________________________________________________ 
 

• ____________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

MONTHLY 
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Weekly Sales Target: ______________________ 

Weekly Goals 

• ___________________________ 
 

• ___________________________ 
 

• ___________________________ 

 
Reward if you make your goal: _______________________________________ 

 
Daily Priorities (Tie Into Your Monthly/Weekly Goal) 

Monday Priorities 

• ___________________________ 
 

• ___________________________ 
 

• ___________________________ 

 

Tuesday Priorities 

• ___________________________ 
 

• ___________________________ 
 

• ___________________________ 

 

 

 

 

WEEKLY 
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Wednesday Priorities 

• ___________________________ 
 

• ___________________________ 
 

• ___________________________ 

 

Thursday Priorities 

• ___________________________ 
 

• ___________________________ 
 

• ___________________________ 

 

Friday Priorities 

• ___________________________ 
 

• ___________________________ 
 

• ___________________________ 
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Time Blocking 
The final step to the Time Optimizing Formula is for to you plan out your days 
around those important RGAs that support your bigger goal for the year.   

How? Time blocking! Basically, planning your day to focus on ONE single task 
at a time and prioritizing your RGAs each day. 

Here is an example of how to implement time blocking: 

Monday/Wednesday 

• 8:00 am - 8:30 am :: Planning Your Day, Intentions, Affirmations, Social 
Media 

• 8:30-12:30:: RGA’s and Sales Activities 
• 12:00-12:30:: Lunch 
• 12:30-1:00 PM:: Midday Social Media, Check Email 
• 1:00-3:00:: RGA’s and Sales Activities  
• 3:00-6:15:: Production, Follow up, Final SM push 

Tuesday/Thursday 

• 8:00 am - 8:30 am :: Planning Your Day, Intentions, Affirmations, Social 
Media 

• 8:30-12:30:: PR & Marketing: Press Pitches 
• 12:00-12:30:: Lunch 
• 12:30-1:00 PM:: Midday Social Media, Check Email 
• 1:00-3:00:: PR & Marketing: Press Pitches  
• 3:00-6:15:: Production, Follow up, Final SM push 

Friday 

• 8:00 am - 8:30 am :: Planning Your Day, Intentions, Affirmations, Social 
Media 

• 8:30-12:30 Collection Development/Production 
• 12:00-12:30 Lunch 
• 12:30-1:00 PM:: Midday Social Media, Check Email 
• 1:00-4:00 Collection Development/Production 
• 4:00-5:00 Weekly Order Shipping 
• 5:00-5:30:: weekly wrap up, Final SM push  
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Monday 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

 
Tuesday 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

 

Wednesday 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 
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Thursday 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

 

Friday 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 

_____________      _________________________________________________ 
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Create a Routine 
It’s not enough to just create new systems. In order for these to really begin to 
take root, we need to turn them into routines.  

Whether we like it or not, our brains are only capable of making so many 
choices every day. As business owners, however, we have a lot of important 
decisions that need our attention every minute of every day.  

The easiest way to optimize our time and brain potential, is to turn old 
behaviors into new habits or routines.  

Routines allow you to complete actions quickly and with a minimum amount of 
thought. Freeing you up to make the choices that really matter.  

So instead of making a CHOICE to follow your time blocked schedule, turn it 
into a habit that you do every day.  

Dedicate yourself right now to using the Time Optimizing Formula for 30 days 
and the habit to will begin to form.  

 

When all else fails: think in terms of 3 
Time management systems are only effective if you use them, so if you start 
feeling overwhelmed throughout the day, take a deep breath and step back.  

Go back over your list and try to isolate the 3 most important tasks that MUST 
get done today. 

These won’t always be the most glamorous tasks each day- but they’ll be KEY 
actions to move you towards your goal. 

For example: if your number one goal is to get 5 sales on your website a day, 
make sure you schedule 3-4 social media posts or live posts, engage your 
followers with thoughtful comments and email your list about the new design 
you posted on your site. 

When you start small, and focus on making simple, careful advances in your 
business, you will accomplish your goals before you have time to second guess 
your decisions or become intimidated by the work ahead of you. 
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Ok this next section is dedicated to helping you make the most of your day 
and limit unnecessary distractions that side-rail you from productivity.  

Use the tools at your disposal 

Now that you have all these really great tips for organizing your day, how can 
you begin to get the most out of them? 

If staying on task continues to be a struggle for you - I would advise looking 
into some type of time or project management software.  

There are so many different programs to choose from that with a little 
research you can find the one that will work well for your business. 

For project management, Asana and Basecamp are faves of mine. We use 
Asana in both F&TA and my jewelry business and we use Basecamp with some 
of our Partners. 

For a Sales CRM tool, I love Insightly to keep track of my projects and sales 
efforts. I know some designers who are using Insightly as a project 
management tool, as well, because you can create tasks in there. The type of 
CRM doesn’t matter. The most important thing is to use it. 

For a note taking and clutter removing tool, people rave about Evernote. If you 
have an idea, you can keep post it and keep it there. You can add images, 
sketches or whatever you need to make this work for you. 

Once your team starts growing, you can use tools like Slack to communicate 
with your team. I love this tool and it will keep a record of projects and keep 
you out of email. 

Google docs and Dropbox are also a great resource to store information and 
content organize.  

We will also list many more tools for you to check out the resources 
document. 

These tools are wonderful to help you stay organized with your to-do list, keep 
tabs on your goals, and block out your tasks so that you’re doing WHAT you 
need WHEN you need to do it.  

PRODUCTIVITY MAXIMIZER TIPS FOR 

CREATIVE MINDS 
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Brainstorm some ways you can use tools to improve your efficiency: 

 

 

 

 

 

 

 

 

Work in Sprints 

If you’re burning the candle at both ends, the chances are you’re not doing 
your best work. No matter how efficiently you work, you simply can’t stay 
focused all the time.  

So taking breaks is going to be essential to your productivity. 

Studies show that incorporating breaks as short as 5 minutes at regular 
intervals into your work day can make you MORE productive than just 
powering through.  

Think of it like training your mind to run a sprint, instead of a full day marathon. 

One of the most popular methods is The Pomodoro Technique, which uses a 
timer to break down work into 25 minute intervals, separated by short breaks.  

If 25 minutes feels like too short of a period to get your best work done, try the 
60/60/30 rule. Begin with 55 minutes of work, followed by a 5 minute break. 
Then 60 minutes of more work, ending with 30 minutes of being completely 
unplugged.  

I prefer working in 45 minute sprints and taking a break after. I take 30 
minutes for lunch a day. 

Try some out and find a pattern that works well for YOU.  

The key to success with any technique is to create a habit, stick with it and 
test. If something isn’t working for you, tweak it until it does. 
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But don’t just stop - MOVE 

If you’re worried about getting back into your work again once your break is 
over, try changing your place, changing your physical posture, and moving.  

This is especially helpful if you’ve been spending the majority of your work day 
seated, or on the computer. Taking breaks that involve movement (instead of 
ones that keep you looking at a screen) will help your brain rest and keep your 
body limber and feeling good.  

Stand up and walk away from your chair. Move, stretch, get your blood 
flowing. It’ll also give your brain a second to relax and process any new 
information.  

If your energy lags during the day, configure a standing desk option to keep 
your energy up. And move around. My doctor once told me that humans are 
neither meant to sit or stand all day. We are meant to move. Stand and work 
for awhile or sit and work for awhile. Mix it up. 

List a few different ways you plan to add movement into your day: 

 

 

 

 

 

 

 

 

 

Find a self care practice 

Ultimately the best thing you can do for your business and for your time 
management, is to take care of yourself.  

This can be hard to do if you feel like there is a lot riding on your shoulders, 
AND especially when there’s pressure to succeed with your business - but 
don’t forget about the things you love and make you feel alive!  
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Allowing yourself to be exactly where you are will do more for your business 
than pushing yourself day after day.  

Be kind to your mind. Make sure you’re getting enough sleep every night and 
staying hydrated during the day.  

If sketching and creating just feels RIGHT to you right now, spending a little bit 
of time on it today.  

We mentioned this before, but moving is an important part of exquisite self-
care. It’s good for your health and your body. So commit to an exercise 
regimen, even if for just 20 minutes a session, 3 times a week. Exercise is not 
just good for your health and your body, but important to clear your mind and 
keep you energized. 

Eat healthy. I know it can be tempting to go for the fries every time. I can 
totally related because Fries are my favorite food! But everything in balance. 
Eating whole organic unprocessed foods is going to increase your productivity 
and energy level. 

Consider journaling or meditating every day to release any extra stress or 
anxiety you are experiencing. 

I find that even just taking a few moments to sit in meditation helps 
tremendously when I need to make decisions, or when I start to feel 
overwhelmed.  

I also love journaling every day to get things out of my head. It’s been a 20 
year practice and has really helped in times of challenge. 

If you find yourself struggling to stay on task, take a big step back. Breathe.  

Take time in your weekly schedule to do at least one thing that lights you up! 
Maybe it’s catching up with a girlfriend or maybe it’s doing on a date with your 
husband or taking a hike.  

Finally, remember to reward yourself for your hard work. Treat yourself 
occasionally. It’s really important to keep your energy up and your mindset 
focused on being the most productive you can be. 
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How do you plan to add self-car practices into your day? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Wrapping Up 
One a final note, becoming more productive and optimizing your time is going 
to take diligence on your part. We all fall off the wagon sometimes. In fact, I do 
all of the time. However, I recognize when I am not being my best and 
immediately get back on the wagon as soon as I can. 

We are human. You will make mistakes. We all do. But acknowledge how far 
you’ve come and keep improving! 

Alright, to make this all work for you, we’ve created an awesome Time 
Optimizer Formula Workbook and Time Optimizer Resources. We want you to 
use this workbook on a regular basis and certain pages you might print 
separately so that you can use them daily. 

Alright, great work and we are excited that you are going to be TONS more 
productive once. 
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