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9: managing creative chaos

EPISODE NOTES
Creative work comes with moving pieces, shifting deadlines, and more tasks than one person 
should juggle. In this episode, we’ll unpack three powerful tools—project management, 
time-blocking, and a quarterly dashboard—that bring order to the chaos. Plus, I’ll share two 
bonus habits for taming your inbox and getting into a flow with your work. If you’ve ever felt 
scattered or stretched thin, this episode will help you find clarity, focus, and breathing room 
again.

*In the episode, Brianna talks about her experience with Asana. She is not receiving compensation from Asana nor 
does she include affiliate links in this guide or the accompanying blog post. She is simply a longtime user of Asana 
looking to help others use its features to enhance their project management.

Tool #1: Project Management
From templates and subtasks to collaboration features that cut down on email clutter, project 
management platforms make it easier to organize projects, track progress, and keep big-picture 
goals in sight. With automation, dashboards, and mobile access, it takes the mental post-it notes 
out of your head and puts them into a system you can actually see and use.

Which tool do you currently use (Asana, Trello, Monday, or 
other)?

How could you set it up to track projects more clearly?

Tool #2: Time-Blocking
By protecting focused hours for budgeting, creative work, and weekly planning, I ensure my 
calendar reflects priorities—not just meetings. Time-blocking creates space for deep work, 
helps deadlines stay on track, and reminds us that even thinking time counts as real work.

What are your most focused hours of the day/week?

HOW WILL YOU Block those hours for your highest-priority work?

I’ve found 
that time-
blocking 
turns my 
calendar 
into a 
priority 
map—not 
just a 
graveyard 
of 
meetings.

“
“
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Every time 
you switch 
gears, you 
lose time 
and focus. 
Batching 
eliminates 
that 
‘reboot’ 
lag and 
lets you 
hit a 
creative 
flow—and 
stay there.

“
“
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Tool #3: Quarterly Dashboard
Even with solid tools and time-blocking, it’s easy to lose perspective—that’s where a quarterly 
dashboard comes in. Think of it as a creative command center that shows all your projects, 
deadlines, and priorities for the next 90 days in one place. Whether digital or on paper, it gives 
quick clarity, reduces overwhelm, and keeps both work and personal goals on track.

What 3 big goals/projects are you working toward this quarter?
1.

2.

3.

How could a simple dashboard help you keep them in sight?

bonus tips
Constant notifications can derail deep creative work. That’s why turning off alerts, setting 
boundaries with email, and checking messages only 2–3 times a day can be transformational. 
By protecting your focus, you train others to respect your time while giving yourself the space 
to stay in flow. Pair this with batching similar tasks—like writing all captions at once or editing 
photos in one session—and you’ll eliminate the mental cost of constant switching. Together, 
these habits create focus, efficiency, and more creative energy.

When do notifications or task-switching most often pull you 
out of focus? Write down one or two changes you can make this 
weekto protect your most creative hours.

LINKS & RESOURCES

>> MANAGING CREATIVE CHAOS BLOG POST: https://www.creative-cues.com/post/
managingcreativechaos

>> ASANA: https://asana.com

>> MORE TIME MANAGEMENT BLOG POSTS: https://www.creative-cues.com/blog/
categories/time-management

>> Subscribe to Creative Cues email list: https://www.creative-cues.com/
subscribe

>> Contact me for Time Management Coaching: https://www.creative-cues.
com/contact

>> Rate Creative Cues Podcast on Apple Podcasts: https://podcasts.apple.
com/us/podcast/creative-cues/id1586153977

>> Rate Creative Cues Podcast on Spotify: https://open.spotify.com/
show/0dPb0Pum2fiylNE2Rx9mBF
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