TIME MANAGEMENT
1.  Planning - If we fail to plan we are planning to fail!

2.  The "To Do" List - Using it effectively.

3.  Leadership - Involving those working "for" us.

4.  Time - Controllable and Uncontrollable Time.

5.  Telephones and Other "Problems" - Stopping the Time "Leaks".

1.  PLANNING

If we fail to plan our time use we are effectively planning to fail.

To use a scarce NON RENEWABLE resource, like time, we should put the time in to think about its use in advance.

To PRIORITIZE we need PRIORITIES.   (For Sustainable Success, business and personal survival.)

To truly identify priorities correctly we need to have thought through the Wheel Analysis, and firstly established our values, and then our life segment goals. For example:    
Life Balance established so that there is a daily/weekly routine to ensure we have recharge activities valued.
Life Goals set, for professional, personal, mental, and spiritual achievement through the next year(s).

Now we need to plan to achieve the goals we have set. Planning involves thinking in advance about our use of:


The physical assets we have to use.

The human assets we have to deploy for tasks.

The Time we have to achieve the goals or results.

Good Management is simply seen as CONTROL of these three aspects of our work/life, in a goal directed manner.

To achieve our goals, we need to have a plan that moves from the big picture(strategic) to the daily applications(tactics).

2.
THE "TO DO" LIST

THE SIX PRINCIPLES FOR LISTS (After Robert Lakin)

1.     Set your Goals and Priorities. 

        (What do you want to achieve and in what order)


2.
Create a daily "To Do" List BEFORE you start work each day.  (This is your "Action Plan" not a conscience salve, or Linus blanket)   It is for action not comfort!
3.     Prioritize and time frame your list.    Act on it.

Do the "A" tasks first(Survivability tasks), then "B" tasks   These are the process tasks that need to be "knocked over").


4.
Ask on completion of each task, "What next?"   "What is the best use of my time right now?"   The answer will depend on block of time to use, priorities, physical/environmental/material factors and your personal "needs" - unless you are "intelligently selfish" you won’t survive.

5.      DO IT ONCE.   Don't handle/shuffle paper ACT on it move it on.

6.      DO IT NOW.

         (REMEMBER THAT THE TO DO LIST WILL ONLY WORK IF YOU ARE PHYSICALLY

 IF YOU ARE READY TO WORK - BASIC STRESS- MANAGEMENT MUST BE IN PLACE FIRST!!!)

3.
LEADERSHIP

(Good Planners don't work alone they lead others.)

To lead you must know the "Facts" of the job/task area.

 e.g.  WHAT, WHERE, WHEN, WHO, HOW.

INVOLVEMENT of the team is ESSENTIAL!
1.  Brief people and so focus them.

2.  Secure commitment to the task.

3.  Involve them and get their ideas.

4.  Plan you strategy and work out your tactics.

5.  Take personal responsibility - make it happen.

A GOOD PLAN INVOLVES

1.  Order the needed steps.

2.  Look for "blocks" and guard against them.

3.  A clear and realistic timetable.

4.  A realistic assessment of needs; material and personal.

5.  Plan resource needs.

6.  Where is job best done and where is it to be controlled

      from(Who is the right person to control it?)
7.  Identify the audit procedure.

8.  Allow for revision, review, and cancellation.

4.
USING TIME


CONTROLLABLE TIME

If you can control the usage of the time then you simply work through the items on your “TO DO” list, starting with the  A TASKS.     Remember, be systematic and automatic! The one question to ask is, what’s the best use of my time right now?

UNCONTROLLABLE TIME

When you are stuck in situations you cannot control.
1.  Read new things, or revise old useful books/articles.
2.  Study any plans, or notes and review them.

3.  Think ahead, and plan the use of time for later.

4.  Get involved in the meeting and move it on.

5.  Recharge yourself by relaxation exercises, abdominal  breathing to both relax and keep the mind active and clear.
5.
INTERRUPTIONS AND OTHER "TIME LEAKS".

(Deal with them quickly or they will rob you of opportunities)
1.  Distinguish the trivial from the critical.

2.  Control your accessibility.

3.  Use your secretary, phone, or computer message system.
4.  Indicate clearly your availability.

5.  Use you "breaks" for small details and "chats".

6.  Recognize valuable people.

7.  Stand and talk.

8.  Know when to terminate.

9.  Have a work "Retreat".

10. Learn and use "terminal phrases".

TWELVE QUESTIONS

1.   Do I Plan as well as I should?  Do I use my diary as well as

      possible?

2.   Do I prioritize my tasks, weekly, daily?

3.   Do I rush?  Is my "haste" an indication of over- 

      commitment?

4.   Am I getting over-whelmed by trivia or details that others

      can do?

5.   Am I delegating enough?   Do I need more staff?  (20% or

      more)

6.   Is crisis management the "style" we work by?   Planning is

      required!

7.   Am I getting over-whelmed by "data"?

8.   Is my telephone too "powerful"?

9.   Have visitors become too frequent?
10. Are meeting to long and don't achieve stated purposes? 

11. Is my filing system in need of overhaul?

12. Do I look forward to my task any more?

         
©
DR JOHN C  McEWAN      22 January  2003
