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TIME BLOCKING AND THE
POMODORO TECHNIQUE

BOOST YOUR PRODUCTIVITY AS
A CITY MANAGER




As a city manager, you juggle numerous, daily
responsibilities, from budget planning and oversight
to community engagement. Time blocking is a
powerful method to bring order to your hectic
schedule, enhance your effectiveness, and help you
prioritize the work that moves your city forward.

e Time blocking: A method of planning your day in
dedicated chunks

e |[ncreases focus and productivity

e Reduces multitasking and improves time
management

e Enhances decision-making by allocating specific
time for important issues
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BENEFITS OF TIME BLOCKING

City managers often face overwhelming workloads,
constant interruptions, and the pressure to make critical
decisions. Time blocking addresses these challenges by
providing structure and focus to your day, allowing you to
tackle complex city issues more effectively.

1.Enhanced focus and concentration on critical city

matters

2.Reduced procrastination on challenging municipal
projects

3.Better estimation of task duration for city council

meetings and public events
4.Improved work-life balance, crucial for long-term

success in public service
5.Increased sense of accomplishment in serving your

community
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THE POMODORO TECHNIQUE

The Pomodoro Technique, when applied to city
management, can help you navigate through the diverse
and often unpredictable nature of your role. This method
breaks your workday into focused sessions, allowing you to
address various city matters with renewed energy and
concentration.

e Developed by Francesco Cirillo in the late 1980s

e Uses 25-minute focused work sessions (pomodoros)

e Followed by short 5-minute breaks

e Every 4 pomodoros, take a longer 15-30 minute break
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WHY THE POMODORO
TECHNIQUE WORKS FOR CITY
MANAGERS

The Pomodoro Technique provides a structured approach
to tackle the multifaceted aspects of your unique role. It
helps you maintain high productivity, ensuring boundaries
while preventing burnout, which is crucial for making
informed decisions that impact your entire community.

e Breaks complex city projects into manageable chunks

e Helps maintain focus during critical planning sessions

e Creates a sense of urgency to complete tasks,
Improving efficiency

e Regular breaks refresh the mind, boosting creativity for
Innovative city solutions
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SETTING UP YOUR WEEKLY
SCHEDULE

Effective scheduling is key to successful city
management. By implementing time blocking and the
Pomodoro Technique, you can create a weekly schedule
that ensures all crucial city matters receive your focused
attention.

1.List your weekly tasks, including council meetings,
public events, and administrative duties

2.Estimate the number of pomodoros needed for each
task

3.Allocate pomodoros to your calendar, prioritizing
critical city issues

4.Leave buffer time for unexpected citizen concerns or
emergencies

5.Review and adjust your schedule regularly to adapt to
changing city needs
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TIPS FOR SUCCESSFUL TIME
BLOCKING IN CITY MANAGEMENT

Implementing time blocking effectively can transform your
productivity as a city manager. These tips will help you

adapt this technique to the unigue demands of municipal
leadership.

e Start your day with the most important city priorities

e Group similar activities together, such as budget
reviews or department meetings

e Be realistic about task duration, considering the
complexity of city issues

e Include breaks and buffer time for unexpected citizen
concerns

e Use digital tools or a physical planner to track your
blocks and city commitments
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OVERCOMING COMMON
CHALLENGES FOR CITY MANAGERS

As a city manager, you face unique challenges in
Implementing time management techniques. Here are
strategies to overcome common obstacles and make time-
blocking work for you.

e Interruptions: Communicate your focus time to staff
and delegate urgent matters

e Overestimating: Track your actual time spent on tasks
and adjust future planning

e Flexibility: Leave room for emergency response and
unscheduled citizen meetings

e Discipline: Start small, perhaps with one blocked hour
per day, and build the habit gradually
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TOOLS FOR TIME BLOCKING AND
POMODORO IN CITY MANAGEMENT

Leveraging the right tools can significantly enhance your
time-blocking efforts. These resources can help you stay
organized and focused on serving your community
effectively.

e Digital calendars (Google Calendar, Outlook) for
scheduling city events and meetings

e Productivity apps (Todoist, Trello, Asana) for managing
city projects and tasks

e Pomodoro timer apps (Forest, Pomofocus) to maintain
focus during work sessions

e Physical planners and notebooks for tangible tracking
of daily achievements (Full Focus)
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REMEMBER...

Implementing time blocking and the Pomodoro
Technique can revolutionize your approach to city
management. By structuring your day into focused
blocks, you'll find yourself better equipped to handle
the diverse challenges of your role, from policy-making
to community engagement. Remember, the goal is
progress, not perfection. Start by blocking out time for
your most critical tasks, and gradually expand the
practice as you become more comfortable.

As you adopt these techniques, you'll likely notice
Improvements in your decision-making, increased
productivity, and a better balance between your
professional responsibilities and personal well-being.

Ultimately, this structured approach to time
management will not only benefit you but also enhance
your capacity to serve and lead your community
effectively.

H/\] HaltingWinter
Municipal Solutions www.HaltingWinter.com



