
The right mind-set for the job: 
a customizable map for time management 
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Today’s plan  

 1: Time is limited 

 2: There isn’t enough time 

 3: How to say no 

 4: Inbox Zero Policy 

 5: Hacks for your time 



2. Time is limited 

 If today were the last day of your life, would you 
want to be doing what you're doing? (Steve Jobs) 

 The days are long but the decades are short. Life 
is not a dress rehearsal—this is probably it. Make 
it count. Time is extremely limited and goes by 
fast. Figure out your own productivity system—
don’t waste time being unorganized, working at 
suboptimal times, etc. (Sam Altman) 

 



1: There isn’t enough time 

 Prioritize 

 (and then) delete delete 

delete delete delete delete 

delete delete delete delete  

 just learn to say no 



1: There isn’t enough time 

 How? 

 What do you want: (1) now; (2) in 2016; and (3) in 
2020?  

 

 
End of the year 2016 2020 

GOALS 

How many hours 
per day? 

What don’t you 
want to leave 
behind? 

BILLING OPEN AN AGENCY INBOX ZERO MORE CLIENTS 

2 hours 1 hour 1 hour 

Children Partner Pet Gym 

Friends 

Inspiration: SideKick 



1: There isn’t enough time 

 Don’t let life (just) happen 

 

 

Source: SideKick 



1: There isn’t enough time 

 Don’t let life (just) happen 

 

 

Inspiration: SideKick 

WHAT TO DO FIRST IN THE MORNING 
What pays the bills: do and deliver projects; 
invoicing; answer important clients 

WHAT TO DO LATER THIS WEEK/MONTH 
Marketing efforts 

WHAT TO DO LATER TODAY 
What was your goal? (e.g. inbox zero) 
tackle e-mail; delete e-mails; unsubscribe 
from mailing lists 

WHAT NOT TO DO 
Accept clients that don’t pay; use 
Facebook, Twitter or blogs during office 
hours (except for marketing); read/answer 
e-mails that can be resolved with a phone 
call  



2. How to say no 

 Remember: it is better to say no than to lose 
business 

 E-mail templates 

 Save in Word 

 Save in drafts 

 Canned e-mails [gmail]: Settings » Labs » Canned 
Responses 

 



Saying no to colleagues 

Dear [John]: 

Thank you for considering working with me. 
However, as a freelance translator/small business 
owner, I don’t have a position for you.  

However, if you are looking for [translation] jobs, 
you can always go to [proz.com], for instance. 

I hope this helps. 

Kind regards, 

Susana 

 



Saying no to clients 

Dear [Tom]: 
Thank you for your e-mail. However, I’m already 
fully booked today/this week/this month. I’m really 
sorry to have to refuse, but it wouldn’t be 
responsible of me to accept. 
However, I can recommend my colleague [ ]. 
I hope that you understand. I look forward to 
working with you soon. 
Kind regards, 
Susana 
 



2. Inbox Zero (strict) Policy 
 

 “one click rule” 

 you read it, you deal with it 

 trash 

 archive 

 answer 



2. Inbox Zero (strict) Policy 
 

 how to tackle old and new e-mail? 

 tag everything  

 



2. Inbox Zero (strict) Policy 
 

 how to tackle old and new e-mail? 

 delete 

 not sure » archive 

 don’t need » delete 

 unsubscribe 

 



2. Inbox Zero (strict) Policy 
 

 how to tackle old and new e-mail? 

 answer quickly or don’t answer 

 e-mails generate new e-mails 

 if you haven’t answered after a month, why answer at 
all? not important! 



2. Inbox Zero (strict) Policy 
 

 how to tackle old and new e-mail? 

 organized e-mail lines 

 answer e-mails » don’t create new ones 

 new e-mail » be clear 

 

 

 



2. Inbox Zero (strict) Policy 
 

 how to tackle old and new e-mail? 

 follow-up reminders 

 Boomerang 

 Followup Then 

 Right Inbox  

 

 

http://www.boomeranggmail.com/
https://www.followupthen.com/
https://www.rightinbox.com/


3. Hacks for your time 

 Organize your to-do list: before end of day, 
first thing in the morning, at the end of the 
week, month, and year. Always ask: what is my 
goal? 

 Inbox Zero (strict) Policy » “one click rule” 

 Clear your (physical) desk 

 Turn off phone, e-mail, Facebook, Twitter 



3. Hacks for your time 

 When are you most productive? 

 5 am to 8 am 

 nights 

 weekends and holidays 

 



Last tips before we go 
 E-mails in the afternoon 
 Do it now » stop waiting for something 
 Feed yourself with big goals 
 Keep it simple » mess creates stress 
 Goodbye » delete and say goodbye to everything that 

drains you, wastes your time, doesn’t give you 
anything in return 

 Meetings aren’t productive 
 Outsource 
 Stop multi-tasking 
 Work out 
 Drink more water 
 You’re only working against yourself 

 



Thank you 

Now, you can go to 

 susanavaldez.pt/en/blog 

 workfortranslators.com  

to download this presentation.  


