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JOB DUCK PRESENTS:

Effective time management is the key
to remote success.As Virtual Assistants at
Job Duck, you can excel in your role by
mastering time management techniques
and utilizing tools designed to enhance
 your productivity.

Minimize distractions and maximize your
efficiency with these tips and tools. 

Define your daily, weekly, 
and monthly goals to stay 
focused and
motivated. 



PRIORITIZE
TASKS

CREATE A
SCHEDULE

ELIMINATE
MULTITASKING

Categorize tasks into urgent, 
important, non-urgent, and 
non-important to help you 

prioritize effectively. 

Establish a consistent daily 
routine to allocate time for 
tasks, breaks, and personal 
activities. 

Focus on one task at a time to 
boost concentration and the 

quality of your work. 



Task Management: ClickUp 

Organize tasks, set deadlines, and track progress 
collaboratively using this task management 
platform. 

Note-taking: Notion

Capture ideas, important meeting takeaways, and 
valuable information in an organized digital format. 

Distraction Blockers

On your phone and
computer go to system settings (Screen

time on IOS and Digital Wellbeing on Android).  

Block distracting websites and apps during 
work hours to maintain your focus and minimize 

interruptions. 

Virtual Assistants: The Assistant On 
Your Phone 

Use voice assistants to set reminders, 
schedule tasks, and answer quick 

queries, saving you time and effort. 

Tools for: 

ENHANCED PRODUCTIVITY



CONTACT US!

Time flies when you’re having fun, but with Job Duck’s Time 
Management Tips and Tools, you can make the most of every 
precious minute!

Dive into efficient time management with Job Duck and stay 
afloat in the sea of productivity! 

Find the best way to manage your
time while working from home,

by being part of our team!

Communication: Microsoft Teams: 

Stay connected with your team, ask questions, 
and receive updates seamlessly through this 

communication platform. 
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