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If you find it difficult to manage your time and get your tasks done during the day, you may need to start utilizing a time management technique known as time-boxing. Time-boxing requires you to allot chucks of time to each of your tasks. Once your allotted time for a task is up, then you need to move onto the next task. Here are four reasons why you need to utilize time-boxing if you want to become more productive. 

To Prioritize Your Tasks More Effectively
If you have trouble prioritizing your tasks, then time-boxing is a technique you'll want to utilize. Time-boxing forces you to decide how you will spend your time. Since your tasks are contained and can't be done at the same time you have to choose which tasks have to be completed today versus tomorrow, or even in a week.

To Increase Your Focus
Part of being more productive is finding your focus. Time-boxing is a great way to increase your focus. When you permit yourself to work without interruption, great things can happen. Time-boxing allows you to settle into your work, approach a problem, hone your skills, practice your creative thinking, and get more done.

Know How Much Time You’ve Spent on Something
Have you ever wondered how much time it took you to respond to your emails, write a blog post for your company, or to shop for your mom's birthday present? When you time-box your tasks, you not only create a finite set of tasks to accomplish within a specified period, but you also create a record of how you spent your time. This information can be beneficial if you need to enter detailed information into time sheets at work, or if you want to better manage your time in general.

Never Set a Deadline 
Deadlines drive the very nature of time-boxing. You set a specific timeframe for completing a task or project as you go. If you have trouble setting deadlines for larger projects and tasks, you might want to start out small by time-boxing your daily tasks. This will give you more and more practice reaching your deadlines on a regular basis, eventually allowing you to translate this towards completing your more significant projects and tasks.

Learning how to utilize time-boxing to complete your tasks can help you significantly increase your productivity.
