
Time Blocking & 
Productivity: 

Use your Time Better & Get More Done

with Ericka Champion Wise 



Meet Ericka 

*Disclaimer- I can teach you 
Paparazzi, I cannot teach you 
technology!
Google and YouTube are you new 
BFFs! 



Set a Schedule and Protect It 

• Office Hours

• Family Hours

• Off Hours 

• Full Time Job Hours

• Set these hours according to your priorities.

• No one will protect your time for you.  



The Rules

• No multi-tasking allowed

• Turn off what distracts you 

• Make time- don’t wait for time

• Stop doing what’s not serving your business 

• Focus on IPAs first  



Calendar 
Creation



My Week 
At a Glance



Create To Do Lists by Category 

Sales Team Home/Family Marketing

Live Sale Training Grocery Shopping Live Video

Album Sale PS Check In Fold Laundry Schedule VIP Group Posts

Wall Drops Rank Updates Clean Bathroom Message 10 friends for 
parties

Send Invoices

Ship Packages



Make Your Life Easier

• Hire an Assistant

• Divide and Conquer at home 

• Cinchshare

• ManyChat

• Calendly

• Planoly

• Google Drive



Cinchshare- cost $10 per month



Many Chat- Free or $10 per month 



Calendly- Free or $10 per month 



Planoly- Free or Monthly cost 



Google Drive- Free



Consultant Productivity Tips

• Use a Timer

• You can’t do it all- stop trying

• Remember we sell jewelry, not save lives- there are NO emergencies 

• Delegation is crucial 

• It’s good to learn- better to apply.

• Do Certain things on certain days 



Leaders Productivity Tips

• Work Your Business First- that means sales 

• Create themes for your team chats/trainings and make them units in 
your team group. 

• Utilize your leaders 

• Give your people time to figure it out for themselves*

• Teach people to use their resources- you are not their only resource



Your Enemies

• Distractions

• Procrastination

• Multi-tasking

• Old Habits 

• The Curse of Knowledge

• Your Ego

• Figure out your triggers

• Have a plan to get you back on 
track 

• Give yourself some grace 

• Build in time for life to happen

• Focus on yourself/your business 
first 



Thank You! 


