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W
e all have the same 24 hours in a day, but 
why do some people achieve so much 
more than others? If you ever suffer from 
feeling like you just never have enough 
time to get everything done, you are 

not alone. It is a problem shared by most small business 
owners in the medical aesthetic industry. But why? 

Is it because there are simply too many tasks to fit into 
a working day? Treating patients, juggling appointments, 
admin, phone calls, Facebook queries and that thing 
called ‘marketing’ (not to mention a busy family live). It’s 
hardly surprising that most people feel time is constantly 
against them.  Almost all of my coaching clients present 
this as single their biggest frustration. That is, until we 
start to look a little closer at the problem and expose 
three distinctive patterns of behaviour.  

1.  Firstly, there are those who know they have so much to 
do, but don’t know where to start. There isn’t a strategic 
plan of action, so when a spare hour or two appears in 
their diary, they simply don’t know what to focus on 
first – so they end up wasting time and procrastinating. 
This valuable time is then either spent on self-gratifying 
activities, surfing the web, looking at what others are 
doing on Facebook, watching TV, shopping or meeting a 
friend for coffee, but hardly ever spent on moving their 

business forward.  Of course, there is nothing wrong with 
any of these activities when used as a much needed 

‘unwind, switch off and relax activity’, but when 
you find yourself wasting time every day and you 
feel like you are never moving forward, then you 

know that something has to change.   

2. Then there are those people who insist on 
doing everything themselves, these are the 
perfectionists who can’t delegate, they keep 
control of everything and wonder why they 
don’t have enough hours in the day.  

3. Finally, there are those who have their 
priorities upside down. They start from the 
bottom up, focusing on tactical activities and 
not the longer term outcome and strategic 
results they wish to achieve. These are the 
people who feel like they are on a hamster 
wheel with no way out; they feel busy, but are 

not profitable and there’s no time to take on more work or 
plan for the future. 

SO WHICH BOX DO YOU FALL INTO? AND HOW 
CAN YOU BREAK THOSE HABITS?

TIP 1: Practice ‘Outcome’ Based Thinking: 
If you feel overwhelmed, then start by writing down 

everything that needs to be done.  Instead of focusing 
on the daily tactical tasks – take a step back and look at 
the overall aerial view.  Then ask yourself what needs 
to be achieved, not just today, but in a year, three years, 
even five years’ time and then work backwards from 
there.  What is the outcome and end result you are 
trying to achieve? The more you can work towards your 
outcome, the quicker you will get there. Using outcome 
based thinking will mean that you only focus on results 
to be achieved and then filter out anything else that is 
unnecessary.  If you apply this to everything you do from 
meetings, to consultations, to phone calls – it will make 
you more focused and productive. 

TIP 2: Live By ‘The Rule of Three’: 
When you look at your to-do list, ask yourself this 

key question: “Which one task on this list, if I were to 
achieve it, would have the greatest positive impact on my 
business now?”  Whatever your answer to that question, 
circle that task and make that your number one, most 
important action of the day.  Follow this same process a 
second and then a final third time.  You now have three key 
tasks to focus on, so turn off your email and social media 
alerts and just focus for on the first task until it’s done. 

TIP 3: Ring-Fence 90 Minutes a Day:  
Which times of the day are you the most productive 

and creative? For some people it is first thing in the 
morning, but for others it can be during an evening, when 
the kids are asleep.  A great habit to get into is ring fence 
90 minutes each day to do your top three tasks before 
you see any patients or do anything else. This habit alone 
will move you further forward than anything else and 
comes courtesy of Nigel Botterill, one of the UK’s leading 
business owners. The reason this is such a valuable habit 
is because you can be reassured that no matter what else 
the day throws at you, you have already spent those 90 
minutes getting the most important things done.  Nigel 
knows this is one of his main reasons for success and is 
particularly helpful if you have trouble focusing and get 
distracted easily.  It takes planning and discipline, like all 
great habits, but it’s worth doing.  New neuro pathways 
take on average thirty days to set – which means that you 
need to repeat your new behaviour for thirty days before 
it does become a habit.
    

TIP 4: Focus on The Top 20%: 
When you go examine your to-do list, there will be 

some tasks that only you can do and some tasks that can 
be delegated or outsourced. However, I guarantee you 
that approximately 20% of the most productive tasks 
that only you can do will make you the most successful and 
bring you 80% of the return.  The 80-20 Rule, otherwise 
known as the ‘Pareto Principle’ really comes into its own 
when used in managing your time. It can also help you if 
you put an hourly rate next to each task; so for example 
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– administration tasks could be a £10 an hour, but time 
spent with patients could be a £200 an hour task. If you 
consciously only focus your time on the top 20% of tasks 
that will move you further forward and then either delegate, 
reduce or eliminate the remaining 80% - you will start to 
see a huge difference in your results and productivity levels 
very quickly. Keep repeating this until you only spend time 
working on takes that you are good at and will bring you the 
biggest return. This way you will gradually be able to get rid 
of the remaining 80% and make sure that your day is filled 
with 20% tasks.  It could also be useful to create yourself 
a “stop doing” list to make sure you don’t forget where your 
talents and focus should remain.

TIP 5: Master The Art of Delegation: 
Delegation is a great way of making sure you only do 

what you’re good at in your business. However, if delegation 
is not possible for you right now, because you are the only 
person in your business and there is simply not enough 
funds to outsource some tasks, then the key is to be really 
strict with your time available. Which leads nicely onto…
 

TIP 6: Batch Your Bits: 
‘Task batching’ is a great way of bundling those little 

tasks that really do eat into your day. Email is one of those 
things that we are often a slave to.  However, if you think 
about it logically you wouldn’t expect the postman to come 
to your house many times each day to deliver your mail. We 
get our mail once a day. But when you are a slave to your 
email, you will often never move forward.  The key is to set 
aside fixed times each day that you respond and then as 

long as you communicate this and set peoples 

expectations on your voicemail, in your Facebook page and 
in your out of office response – then you can spend the time 
in-between emails popping up and distracting you – getting 
things done. You also need to get comfortably saying no. 
You have more important things to do than to dance to 
somebody else’s tune all of the time.

IN SUMMARY: SEIZE TIME, CHERISH IT,  
BUT DON’T WASTE IT!
We all have those frustrating weeks where time runs away 
with us, it just feels like groundhog day dealing with the same 
old stuff day in, day out, so when the weekend finally arrives, 
the only thing we think about is switching off unwinding and 
relaxing.  I don’t blame you, really I don’t, but if you don’t 
want to move your business forward and you need to change 
things for the better, then at the end of that stressful week, 
when you are thinking “I don’t know how much more of this 
I can handle” you need to start spending your Saturday 
moving yourself an inch closer to a better life. In other 
words, you need to take the time now to create the life and 
the business you want for the future.  It won’t happen on its 
own and it won’t happen without you taking a step back and 
looking from above at everything that is happening and why.  
As the saying goes; “If you do what others won’t do for the 
next five years, then you can enjoy what others can’t enjoy 
for the rest of your life”. A great book for you to read if any 
of this article is really resonating with you, particularly if 
you feel you are never moving forward and escaping that 
hamster wheel is “21 Ways to Manage the Stuff That Sucks 
up Your Time” by Grace Marshall.   But in the meantime, just 
try one of these tips and see what difference it makes to you 
and your business.  AM
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