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Introduction

Time management is a critical skill that involves organizing and planning how to divide your 

time between various activities. 

Task management is the process of managing a task through its life cycle. This helps 

individuals and teams prioritize, work more efficiently, and stay organized.
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IMPORTANCE 

OF MANAGING 

YOUR TIME 

WITH AI

Enhanced 
Efficiency

 AI can 
automatically 

schedule meetings, 
appointments, and 
tasks by analyzing 
your calendar and 

preferences, saving 
you time and effort.

Personalized 
Recommendations

 AI can analyze your 
workload and 

priorities to suggest 
which tasks should 

be tackled first 
based on 
deadlines, 

importance, and 
your work habits.

Smart Reminders 
and Notifications

AI can send 
reminders and 
notifications for 

upcoming 
deadlines, 

meetings, and 
tasks, ensuring you 

stay on track 
without missing 

important events.

Data-Driven 
Decisions 

AI can generate 
reports on how you 

spend your time, 
highlighting areas 
where you can be 

more efficient.

Improved Focus 
and Reduced 
Distractions 

AI can monitor and 
manage 

distractions, 
blocking 

unnecessary 
notifications or 

suggesting focus 
periods based on 

your activity.

Optimized Workflows 

AI can streamline workflows 
by integrating different 

tools and platforms, 
ensuring a smooth and 

efficient process.

Continuous Learning and 
Adaptation

AI systems can learn from 
your habits and 

preferences over time, 
continuously improving 

their recommendations and 
assistance.



Practical Time and Task 

Management Tools

Timetables

O Visual schedules that allocate time for specific activities.

O Helps maintain focus and prioritize tasks throughout the day.

Jotted Notes

O Quick, informal notes to capture ideas, tasks, or reminders.

O Prevents forgetting important details and aids in planning.

To-Do List

O Lists tasks to be completed, usually organized by priority.

O Provides clarity on what needs to be done and helps track 

progress.



Practical Time and Task 
Management Tools 
(Cont’d)

Google Tasks

O Digital task management tool integrated with Google 

Calendar.

O Allows for easy synchronization and access across devices.

Two-Minute Rule

O If a task takes less than two minutes, do it immediately.

O Prevents small tasks from accumulating and causing delays.

Prioritization Matrix

O Helps categorize tasks based on urgency and importance.

O Guides decision-making to focus on tasks that contribute 

most to goals.



AI Assistant for Time Management 
and Task Management

ChatGPT, the large language model created by OpenAI, can 

be used as a virtual assistant for time and task management.

Provides personalized 
productivity tips and 
recommendations

Drafts emails, meeting 
notes, and other time-

saving documents

Helps break down 
complex tasks, create to-

do lists, and set reminders



6 Ways to Use ChatGPT for Task and Time Management

Prompt 1: “ChatGPT, I need to prepare a 
marketing presentation by next Friday, 
complete a budget report by Wednesday, 
and organise a team meeting early next 
week.”

Prompt 2: “ChatGPT, please categorise 
these tasks [list of tasks] into ‘Urgent’, ‘High 
Priority’, and ‘Low Priority’ based on their 
deadlines and importance.”

Prompt 1: “ChatGPT, for the upcoming 
product launch, I have these tasks. Can you 
create a dedicated project to-do list?”

Prompt 2: “ChatGPT, here are my tasks for 
tomorrow. Can you organise them in order of 
priority for a daily to-do list?”

Prompt 1: “ChatGPT, write a reminder for 
my meeting on Thursday at 10 AM.”

Prompt 2: “ChatGPT, I usually have free 
slots in the afternoon. Can you suggest 
time slots for these three tasks?”
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6 Ways to Use ChatGPT for Task and Time Management

Prompt 1: “ChatGPT, create an agenda for 
our next team meeting discussing project 
milestones, budget review, and team 
concerns.”

Prompt 2: “ChatGPT, draft an email 
updating the team on the project’s 
progress and reminding them of the 
upcoming deadline.”

Prompt 1: “ChatGPT, based on a team of five 
and a budget of $10,000, how should we 
allocate resources for this project?”

Prompt 2: “ChatGPT, help me draft a project 
outline for the new marketing campaign, 
including objectives, key activities, and 
desired outcomes.”

Prompt 1: “ChatGPT, create a status update 
template for our weekly project report, 
including completed tasks and pending 
items.”

Prompt 2 “ChatGPT, draft a monthly 
progress report for the client, highlighting 
milestones achieved, budget usage, and 
any risks or delays.”
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Some AI-

powered time 

and task 

management 

tools

Clockwise: This AI assistant focuses 
on scheduling and calendar 
management. It analyzes your 
calendar, email, and work habits to 
suggest the best times for meetings, 
focus work, and breaks 
https://www.getclockwise.com/

RescueTime: tracks your computer 
and phone usage, but it also 
categorizes your activities as 
productive, neutral, or distracting. 
This helps you see where your time is 
going and identify areas for 
improvement. 
https://www.rescuetime.com/

Trello: This time 
management/project management 
tool helps you visualize your tasks 
and projects as boards, lists, and 
cards. https://trello.com/

Asana: This project management tool 
manages tasks, projects, and 
conversations in one place. You can 
see a visual overview of your work 
with timelines and calendars 
https://app.asana.com/0/account_set
up

Todoist: is an application that utilizes 
an AI assistant to help you create 
plans and lists. 
https://app.todoist.com/



Thank you
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