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Time Management Tips

for Self-Employed Entrepreneurs

As a self-employed entrepreneur, you're likely juggling multiple roles,
from the big-picture strategy to day-to-day operations. Whether
you're a freelancer, a small business owner, or a startup founder, time
management is essential for keeping your business running smoothly
and ensuring that you don’t burn out. Managing your time effectively
allows you to stay organized, set priorities, and maintain a healthy
work-life balance, all of which are critical for your long-term success.
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Understand the Importance
of Time Management

Most entrepreneurs start their own businesses
because they love what they do; they thrive at
being the backbone of their organizations. If you're
relatively new to working on your own, you may
not mind putting in the extra hours and paying
attention to every detail.

Yet as time goes on, you can start feeling
overwhelmed, at least periodically, which can
eventually lead to burnout. In fact, a recent survey
found that more than one-third of entrepreneurs
experience burnout.

That's why time management is so important. When
you manage your time wisely, you can take control
of your daily routine and focus on what matters

most, which will not only boost productivity but also
improve your overall sense of fulfillment.

Good time management allows you to:

= Increase productivity: When you focus on the
most important tasks, you can get more done in
less time.

= Reduce stress: Knowing what you need to
accomplish and when helps you stay calm and
in control.

= Free up time for personal life: Effective time
management means that your business doesn't
take over your entire life, allowing you to enjoy
time with loved ones or focus on personal
passions.

= Achieve long-term goals: Staying on top of
your daily tasks means you have more time to
plan and execute long-term strategies.

Step One: Get Organized

The first step toward effective time management
is staying organized. Being self-employed means
you have to keep track of everything—clients,
appointments, invoices, projects, and deadlines.
Without organization, it's easy to forget important
tasks and fall behind.

Employ Organizational Tools

In this day and age, you have a myriad of tools,
apps, and software at your fingertips when it comes
to organization. The important thing is to find the
system that works for you and stick with it.

Although it may be hard to believe, some
entrepreneurs thrive with the old-fashioned paper-
and-pen to-do list. The act of physically writing
down calendar appointments, lists of things to do
by priority, or random ideas that occur throughout
the day can help keep the day running smoothly.
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If you have a small staff, you may want to look at
digital tools such as Trello, Asana, or Monday to
break your tasks into manageable steps and help
keep tabs on what everyone is doing. These tools
allow you to set deadlines, assign priorities, and
track your progress as well as communicate in a
more organized manner. You can start with a free
version or trial and scale up as your needs grow.

Tidy Workspace and Files

Depending on the stage of your business, you may
be working from your laptop at the kitchen table
or renting a dedicated office space. Whatever the
space, keeping it clean and organized is critical.

A cluttered workspace, both physical and digital, can
hinder your focus and waste valuable time. Think
about how much time each day you spend looking for
things, whether that be a working pen, an important
email, or the right version of a proposal document.
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When new entrepreneurs start out, it can be easy
to just cut to the chase to close that sale, respond
to a prospect’s inquiry, or get that project going.
Organization is often not top of mind, and once the
disorganization begins, it can seem overwhelming
to reignin.

Even if you don't have time to go back and
re-organize old files, begin today by creating

a consistent nomenclature to organize files,
establishing a schedule for invoicing, and setting up
a routine for starting and finishing each workday.

Step Two: Prioritize Your Tasks

With so many responsibilities on your plate, it

can be tempting to take on everything at once.
However, not all tasks are created equal. Prioritizing
your tasks is crucial for staying on top of your
workload without feeling overwhelmed.

Use the Eisenhower Matrix

The Eisenhower Matrix is a simple yet effective
tool for prioritization. It divides tasks into four
categories:

= Urgent and Important: Tasks that must be
done immediately such as responding to an
important client or meeting a deadline.

= Important, but Not Urgent: Tasks that are
essential to your long-term goals but don't
have an immediate deadline such as writing a
business plan or marketing strategy.

= Urgent, but Not Important: Tasks that are
time-sensitive but don't contribute much to
your long-term success such as answering non-
critical emails.

= Not Urgent and Not Important: Low-priority
tasks that should be avoided or delegated such
as organizing old files.

By categorizing your tasks, you can focus on what
really matters and avoid wasting time on trivial
activities.

Break Down Big Projects Into Smaller Tasks

Large projects can feel overwhelming, leading to
procrastination. To make them more manageable,
break them down into smaller, actionable steps.
This will help you avoid feeling stuck and ensure
you're making progress toward your goal.

Each step should follow the SMART goal framework,
making them specific, measurable, achievable,
relevant, and time bound. Using this proven model
can help you track progress on a multitude of steps
to move your organization forward.

Learn to Say No

As a self-employed entrepreneur, it can be difficult
to turn down opportunities, but taking on too many
commitments can drain your time and energy. Be
selective about the projects you accept and the
people you work with. By saying no to tasks that
don't align with your goals or values, you free up
time for those that matter most.
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Step Three: Plan Your Day in Advance

A proactive approach to scheduling can make a
world of difference. Planning your day and week
in advance will ensure you're staying focused and
aligned with your priorities.

Use Graded Time Blocks

Time blocking is an effective technique where you
allocate specific chunks of time to particular tasks.
This can be particularly useful for entrepreneurs who
wear multiple hats. You might need to set aside time
for administrative tasks, client meetings, marketing,
or product development. The key is to stick to your

schedule as much as possible and avoid multitasking.

Pay attention to when you are at your best and
grade your time accordingly. For example, if you
feel sharp and fresh in the morning, you might
reserve the first two hours of your workday for
focused writing or creative work. However, if you
need those first few cups of coffee to get going,
you may want to spend an hour answering emails
before you tackle heavier tasks.

Break up your day between solo tasks like project
planning and social to-dos like client meetings,

and reserve necessary, but mindless tasks for after
lunch or at the end of the day when you may not be
at your best.

Step Four: Maintain Work-Life Balance

Being self-employed offers flexibility, but it also
comes with the risk of overworking. Without the
boundaries of a traditional office, it can be easy
to fall into the trap of working around the clock.
However, maintaining a healthy work-life balance
is crucial for your mental health and long-term
success.

Set Clear Boundaries

One of the most important aspects of work-life
balance is setting boundaries. Decide when your
workday begins and ends, and stick to it. When
you're working from home or running a small
business, it's easy to let work bleed into your
personal life. To avoid burnout, establish clear lines
between work and personal time.
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Create a Weekly Overview

A weekly overview allows you to see all of your tasks
and commitments at a glance. Review your to-do
list at the beginning of each week, and assign each
task to a specific day. This helps you stay organized
and prevents you from overloading yourself on any
given day.

Don't forget to include personal time in your weekly
plan. Whether it's taking a walk, having dinner with
family, or scheduling time for self-care, planning
time for yourself is crucial for maintaining balance.

Be sure to leave time for unexpected tasks and
emergency situations if that is common for your
business to avoid derailing an entire week.

(

Consider creating a dedicated workspace for your
business. This physical separation helps signal to
your brain when it's time to work and when it's time
to relax.

Schedule Breaks

Working non-stop can lead to exhaustion and
decreased productivity. Make sure to schedule
regular breaks throughout your day. Step away
from your desk for a few minutes to recharge,
stretch, or take a walk. This not only prevents
burnout but also boosts creativity and focus.
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Invest in Relationships

It's easy to get caught up in the whirlwind of
entrepreneurship, but remember to make time for
the people who matter most to you. Schedule time for
family dinners, catch-ups with friends, or a weekend
getaway. These breaks not only give you a chance to
relax but also help you gain perspective on your work.

Conclusion

Effective time management is a critical skill for self-
employed entrepreneurs who want to thrive in both
their personal and professional lives. By staying
organized, prioritizing tasks, planning ahead, and
maintaining a healthy work-life balance, you can
Make Time for Self-Care boost your productivity while avoiding burnout.
Time management isn't just about getting more
done—it's about working smarter, not harder, and
taking control of your time so that you can build a
business that supports the life you want to lead.

Self-care is essential when you're juggling the
demands of being your own boss. This can include
physical activities like exercise or yoga, mental
health practices such as meditation, or simply

making time for hobbies that you enjoy. By taking Remember, time is one of your most valuable
care of yourself, you ensure that you have the resources. Use it wisely, and your entrepreneurial
energy and mindset to be productive and successful  journey will become more manageable, fulfilling,
in your business. and successful.

See the Latest Press Releases from NASE

NASE Congratulates New Leadership of Senate Small
Business Committee
Jan 15, 2025

As the 119" U.S. Congress kicks-off, NASE today congratulated the
new leadership of the U.S. Senate Committee on Small Business and
Entrepreneurship, Chair Joni Ernst (R-IA) and Ranking Member Edward
Markey (D-MA).

READ FULL STORY =»

NASE Congratulates former GA Senator Kelly Loeffler on
Nomination to Lead Small Business Administration

Dec 06, 2024

NASE congratulated former U.S. Senator Kelly Loeffler on being nominated
by President-elect Trump as the nation’s next Small Business Administrator.

READ FULL STORY =»

READ ALL PRESS RELEASES
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Your Business Could Selfinformed
be Featured in our -~

Member Spotlight

Steve and

Adventures LLC

Monthly e-Newsletter! ~C=ME il ,

We want to hear from you!

Each month NASE publishes a new Member Spotlight in our o
e-Newsletter called SelfiInformed, a national newsletter sent to ‘ "y ﬂ‘igc';é"-
over 50,000 members across the country with the latest news 7 B =
about the self-employed and micro-business community. As

part of this national e-Newsletter, we want to shine a spotlight

on those members, regardless of where they live, who are

operating successful businesses that are growing and thriving.

GET FEATURED

ANNOUNCEMENT

Dependent Scholarship
Applications Opened
January 1

Multiple College Scholarships of
$3,000 are Awarded Each Year

This program is open to legal dependents of
NASE Members, ages 16-24. To apply, students
need to be high school students or college
undergraduates planning to enroll in college
for the upcoming fall semester. The application
period is January 1%t through April 30t".

APPLY NOW
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Farmers Insurance Choice®

More choice. More savings.

As a member of NASE, you now have special access to personalized auto, home and
renter’s insurance quotes through Farmers Insurance Choice®, which lets you quickly

and easily compare and save.

- Choice of multiple

quotes from top carriers ﬁ

Farmers Insurance Choice

Others saved an average of $509*
on auto insurance by switching to

Farmers GroupSelect®

All in one convenient place, ’ \

all in just minutes

A%

FARMERS

INSURANCE

Scan to get
your quotes,

Call 844-485-3419, or visit
farmersinsurancechoice.com/NASE

to get started on your free quotes today!

*Based on average nationwide annual savings of new Farmers GroupSelect customgrs surveyed from 2/1/23 to 9/19/24, who switched their auto insurance policies to Farmers
GroupSelect branded policies, responded to the survey, and realized savings. Potential savings vary by customer and may vary by state and product. Farmers Insurance Choice is
used by agents, like Farmers General Ins. Agency, Inc. (CA License #0D25399) 40 provide a choice of providers, not just Farmers GroupSelect companies.

Advertisement produced on behalf of the following specific insurers seeking'to obtain businéss for insurance underwritten by Farmers Property and Casualty Insurance Company
and certain of its affiliates: Economy Fire & Casualty Company, Economy Preferred Insurance Company, Farmers Casualty Insurance Company, Farmers Direct Property and
Casualty Insurance Company, Farmers Group Property and Casualty Insurance Company, or Farmers Lloyds Insurance Company of Texas, all with administrative home offices in
Warwick, RI. List of licenses at farmers.com/companies/state/. Coverage, rates, discounts, and policy features vary by state and product and are available in most states to those

who qualify. 6422548.1 © 2025 Farmers Insurance”
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Member Benefits

Visit NASE.org to learn more about the following benefits!

SMALL BUSINESS GROWTH GRANTS
M L are Sponsored by Dell Technologies

] View the Dell Sponsored Growth Grants
Technologies

To access these benefits, visit www.Dell.com/NASE or email
NASE’s Account Executive at Kelsey_Sewalson@Dell.com

Website for $149!
WEBSITE PACKAGE

Get a website package worth over $1500
with everything you need to succeed.

No tech, design, or SEO skills needed.
UENI will build your dream website from
Ato Zin 7 days. Then they'll support you
to help your business grow.

IS149)

ENDS SOON

Rated 4.8 Excellent 3] [3he] [ |9k 9 Trustpilot

x
. 1.7
Hlmﬂourﬂol-wm
Creating a job for your child can be a rewarding experience for both you and the child. A job can promote

maturity, understanding, a sense of pride and self-worth. However, creating this new job will do one thing for
sure, and that is save you thousands of dollars in taxes.

That's why we are here! Your first thought to the Hire Your Kid Tool Kit most likely is that it is too good to be
true. Create a job, do the paperwork, file the tax returns, report the wages, and you will pay thousands less
in taxes on April 15%. The best news is that we will do all the work. You pay the kid, and we will do the rest.
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MEMBER SPOTLIGHT

Hard to Resist
Self-Employment

Resist Nutrition makes it easy (& delicious) to snack
for balanced blood sugar on-the-go with doctor-
recommended, plant-based protein and fiber bars
filled with all natural ingredients for metabolic
health and have a clinically proven stable blood
sugar response.

Almost half of Americans have a metabolic or
hormonal disorder today from diabetes to PCOS
where they need to keep blood sugar stable — but
it is hard to do that on-the-go without a ton of
artificial ingredients.
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Found this out firsthand after getting diagnosed
with PCOS and insulin resistance. NASE member
Drew Lederman and her co-founder Emily (NYU

Food Studies '22) knew they could make a better
bar and they teamed up with a medical advisory
board to make Resist!

When and why did you join NASE?

| joined NASE in May 2024 at an inflection pointin
my small business. It's getting big enough to where

| have hired outside help but not yet big enough to
have taken on debt. It's big enough to take up all my
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MEMBER SPOTLIGHT

time, but not yet big enough to pay myself or my co-
founder a living wage. It's big enough to make me
excited, but also anxious about failing.

We're going through a lot of big changes between
now and the end of the year that are putting
pressure on our profitability which means we can't
pay ourselves. By 2025, we'll have overhauled and
strengthened our supply chain, optimized internal
systems for sales and marketing, reduced our cost
of goods, improved our product line, and so much
more. Needless to say, it's worth it, but | knew |
wanted the support of NASE while navigating such a
crazy time as a first-time business owner.

What inspired you to enter the field

you are in?

From a young age, | thought | wanted to be a
performer. | was always singing and annoying my
family with “shows” that | would put on in the living
room. | went to New York University to study acting
and that year | started having health problems. To
help myself feel better, | started researching. | tried
various medications, but nothing was working so |
delved into food and lifestyle — and it worked! Then
in my senior year of college, the pandemic hit.

The talent agency | was going to work at after
graduation went on a hiring freeze. And suddenly
| was living with my parents, doing graduation
through Zoom, and wondering what | was

going to do with me life. | started freelancing in
sales, marketing, and content creation for local
businesses and eventually for bigger brands in the
food space.
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Then | got into an NYU entrepreneurial program for
students and recent alumni. | learned the basics of
entrepreneurship and met Emily, a new friend who
was getting a master’s in food studies. Together, we
decided to start Resist after finishing the program
in 2022!

When and why did you start your business?
| was diagnosed with PCOS (13% of women) &
insulin resistance (1/3 of Americans) at 18. My
doctor recommended a high protein, low carb diet
to help my symptoms and keep my blood sugar
stable. | was a busy student, so | relied on protein
bars every day. But | started having acne, fatigue,
weight gain, hair loss, & more. It was so frustrating
— I thought | was doing everything right!

The culprit: the bars | was eating were either
filled with artificial ingredients that disrupted my
hormones & gut (ex. Quest, Built) or they had
cleaner ingredients that would spike my blood
sugar (ex. RX, Go Macro).

My co-founder Emily & | bonded over this struggle
to find delicious, all natural snacks that didn't

spike blood sugar. In 2022 alongside our medical
advisory board (dietitians, PharmD, and MD), we
made Resist, all natural, doctor-recommended bars
that are clinically proven to keep blood sugar 6x
more stable than other natural bars. Now we're
disrupting legacy blood sugar-friendly brands like
Glucerna and FiberOne.
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How do you market your business?

We are an omni-channel business. For direct-to-
consumer, we market through social media ads,
organic posting, podcasts, PR, SEO, email, events,
and our network of 800+ medical providers. For our
retailer channel, we generate sales through cold
calls and emails, pitches, trade shows, wholesale
platforms, distribution partnerships, and demos.

What challenges have you faced in your
business? How have you overcome them?
Sometimes | feel like we've hit every issue possible
— selling out four times, manufacturing issues,
unreliable suppliers, machine malfunctions,

and more. Our biggest challenge to date has

been working with unreliable and untrustworthy
manufacturers and suppliers. These series of
unfortunate relationships has resulted in delays,
bad product, sold out our periods for months, and
the loss of retailers and customers. It also means
that we took a big hit on sales and revenue, which
we did not project for. Personally, it has been
incredibly stressful.
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On the bright side, it's forced us to take a hard look
at our business and has encouraged us to move to
new manufacturers and suppliers, and to be more
careful with our contracts from day one. This has
been one of the most expensive shifts we've ever
taken for our business but it is necessary to prevent
facing issues like we have in the past.

Do you have any employees?

Aside from my co-founder and myself, we have a
full-time virtual sales assistant who helps us with
sales outreach, lead generation, store velocity,
deductions and so much more. We'd like to add on
a fractional CFO and a performance-based broker in
the next year!

What's your schedule like, what's a typical
day for you?

Emily is west coast-based and I'm east coast-based
which means my mornings are open for checking
emails and high intensity projects. We have our
daily standup at noon and save meetings for

the afternoon. We also will have hour-long work
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sessions together where we strategize and plan
certain projects a few times a week. After work, |
like to go to the gym, make dinner, and relax with a
new show or book!

What's the best thing about being self-
employed?

The best thing is how passionate | feel about my
job. I love talking about it and sharing it with the
world!

What's the best compliment you've ever
received from a client?

Our customers will often send in screenshots of
their continuous glucose monitor results showing
that Resist bars kept their blood sugar. It is the
best compliment knowing that our products work
(outside of a clinical study) and are actively helping
people!

What's the most important piece of advice
you would give to someone starting their
own business?

| would say don't give up! The businesses with
longevity are not always the most well-funded

or even the best ideas — often times it's the
businesses that have outlasted the rest. How do
you do that? In simple terms, | think you do it

by prioritizing profitability and listening to your
customers.

Which NASE member benefit is most
important to you?

| feel like there are a lot of business resources out
there, but fewer resources focus on the business
owner outside of the business. | think NASE is
super important in that sense from a community,
resources, and networking perspective — plus the
discounts help!

Any other information you would like to
share?

Follow the RESISTance on instagram @eatresist or
shop eatresist.com :)
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President Trump Returns to Washington as the

7" Presiden

On January 20, 2025, Donald J. Trump was
inaugurated as the 47th President of the United
States, marking his return to the White House for a
second, non-consecutive term. The ceremony took
place inside the Capitol Rotunda due to extreme
cold weather conditions.

During his inaugural address, President Trump
declared that “America’s decline is over,” signaling

a new era of national renewal. He emphasized his
commitment to an “America First” agenda, outlining
plans to prioritize domestic interests and strengthen
the nation’s standing on the global stage.

Following the inauguration, President Trump

wasted no time in implementing his policy agenda.
He signed a series of executive orders aimed at
reversing key policies of the previous administration.
Among these actions was the withdrawal from

the Paris Climate Accords, the World Health
Organization, eliminating EV tax credits, and
renaming the Gulf of Mexico to Gulf of America.

In a move to address immigration concerns, President
Trump declared a national emergency at the U.S.-
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Mexico border, aiming to curb illegal immigration and
enhance border security. This declaration is expected
to face legal challenges and has sparked debate
among policymakers and the public.

While not a part of his initial executive action, the
NASE is closely monitoring the ongoing negotiations
in the House and Senate around the extension

of the Trump tax cuts. The Tax Cuts and Jobs Act
includes several significant provisions that expire
this calendar year that could have a negative impact
on small businesses if they are not extended.

President Trump's return to office has been met
with a mix of anticipation and apprehension.
Supporters view his decisive actions as a fulfillment
of campaign promises, while critics express
concerns over the potential implications for
domestic and foreign policy. The coming days

and months will reveal the impact of these initial
decisions on the nation’s trajectory.

Katie Vlietstra is NASE's Vice President for Government Relations
and Public Affairs; You can contact her at kvlietstra@nase.org.
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