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Getting more done in less time



Who wants to get more done in less time?

Ok, so that's everyone then. 

This is an area were everyone can make some small changes that cost
nothing, sometimes not even time, to improve efficiency and productivity. 

In this module I want you to work closely with the Farm Admin Schedule
you developed in Module 1. Start translating this information into a monthly
system or schedule. Feel free to work in with the other spheres of your life in
your calendar system. Write in other commitments and things that impact
on your time availability such as off farm work or caring responsibilities. 

Systems are all well and good. However you might find as you fill in your
calendar for the month that there simply is no way to fit everything in. There
might not be enough hours in the month, childcare in the week or rainy
days in the office to do what needs to be done. Whilst we look a time saving
strategies, be realistic about your workload and the time it takes to perform
the role.  
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The Eisenhower matrix is a well known time management tool. Does it apply to ag? To a point. Here
we revisit it to recognise how there is always going to be a fair bit in the urgent and important square
due to the time sensitive nature of ag operations. 
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QUESTION #1: What are your 'focus' months where there is more time for important and non

urgent planning tasks.?

QUESTION #2: Are there any months of the year where the time demands of office work are
heavier?

IDENTIFY ING SUPER MONTHS

AND SUPER T IMES
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T IME SAVING STRATEGIES
W H E R E  D O  Y O U  N E E D  T O  C O N C E N T R A T E  Y O U R  E F F O R T S ?
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ABN Number

PIC Number

NGR Number

Chart of livestock tag year colours

Low stakes passwords and user names 

Dates of birth of family or business members

Bank account numbers

Insurers name and contact details

Life and health insurance company and policy numbers

Solicitors name and contact details

Instructions for infrequent computer tasks

Procedures for your top three most important office tasks

Rural addresses and GPS coordinates of farms, area in hectares,

date of purchase

Farm Maps

READY RECKONER
A N  E A S Y  A C C E S S  P H Y S I C A L  F O L D E R  -  S E C U R E  W H E N  N O T  A T  H O M E

Basically all the things my lovely mother-in-law knows off by heart
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TEN MINUTE WONDERS
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Trello - www.trello.com
Board based task management app that can be shared with multiple users. 
Sign up at agrifocused.com.au for free board template. Has an app, I would not worry about it, best
off using it on desktop.

House Paddock Training and Consulting - www.housepaddockconsulting.com.au
Annual & Quarterly Planners and pecific time management training 

Mummadays - www.mummadays.com.au
Planners and diarys for organising daily life. Created by Holly a farmer from the wheatbelt of  WA. 

Sabco Annual Wall Planners 
Try your local newsagent or Office Works 

Apple Notes - Apple App Store
Notes app, can share, and scan documents to PDF. Can be used on desktop or phone. 

Google Keep - Apple App Store and Google Play
Notes app, can share, can be used on desktop or phone. 

Tiny Scanner - Apple App Store and Google Play
An app based scanning tool.

RecordIt! - App Store and Google Play
An app to screen record. Handy to record yourself using an app to instruct someone else in the
business. 

Screen-cast-o-matic - www.screencast-o-matic.com
Screen recording software. Great to record yourself performing a function to teach others, or if you
need help, to show someone what is going wrong and send it to them as a video file. 

Cozi - Apple App Store and Google Play
Shared family focused calendar app. Also has notes function and shopping list.  

Google Calendar - Apple App Store and Google Play
Shared calendar app that has a good desktop version. Mobile interface can be a bit contested. 

Canva - www.canva.com
Web based program used on desktop. Most of what you need is available in the free version. All
things graphic design, job ads, social media etc. Might be useful for community work as well as farm.
Best on desktop. 

Dr Kristy Goodwin - www.drkristygoodwin.com
The go to person for strategies to manage digital distractions and the techno impacts on
productivity. 

HELPFUL APPS AND PROGRAMS
H E L P I N G  Y O U  S A V E  T I M E  A N D  O R G A N I S E  Y O U R  W O R K
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