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Time – the unrecoverable resource
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Why bother to be a more time effective, well maybe its because you want to get more done? Or maybe its because you think you should or maybe its because you want to have the best possible amount of enjoyment time. 
I would recommend the latter as a good focus for this chapter.
Time management is probably the most popular procrastination topic on the planet, it is up there with all the dieting and new exercising plans. 

What many people misguidedly believe is that it is out of their control and this forms the justification to utter the mantra “I don’t have time” Justification is something which is controlled in our subconscious and based on your belief system. 
Dr Wayne Dyer well known motivations business coach has written an entire book called Stop the Excuses which tackles the science and genetics related to this. I would certainly recommend the read if you are a non believer
So now I can justify this work and let you know that - Time is only a feeling…. …it is what you focus on!                 





    
You know how it is when you stand to watch the kettle boil, yes it takes forever, and what about that great night out with friends or loved ones and you blink an eye and 4 hours have passed. Why is that?

Because time is a feeling……
Many of us don’t often realise how much emphasis is placed on this particular feeling… nor do we recognise that Time Management is about managing ones own feelings.

These feelings of Pain or Pleasure………. Many famous coaches have spent hours discussing this principle, one of my favourites being Tony Robbins who talks about The Pain and Pleasure pathways. 
How when we see something as pain and will go to great lengths to avoid it and how when it is pleasure we run to it with open arms. 

The fact is that when you next hear yourself say I didn’t have time or I don’t have enough time, what you are really saying I don’t want to do it. Or I don’t want to do it enough because I can not find great joy in doing it. 

Tough thought eh? Well its true…

Ok now the truth is out it is  time to consider what practical and easy steps we can we do to control this…… lets think about it like a cheeky creature inside our head, one who decides what happens, how it happens, when it happens and how long it happens for? 

How then do we as mere humans take control of this magical creature?
You will be pleased to know that a few basic tips and tools you can use that will help you to do just that. 
During the rest of this chapter you will learn how you can prioritise, how you can manage more effectively this incredible time resource how you can control your emotion towards it and how you can gain leverage to better deal with those things that normally cause us to procrastinate.

I will help you to put in place tools and tips so that you can monitor your current use of time, review it and make conscious decisions about its effectiveness
I will ask you to clarify and prioritise goals for yourself in order that you achieve ultimate happiness, because that’s what it will bring.
I will give you some tricks about managing the unexpected things that may come your way and show you how to use the power of leverage to overcome barriers.
What is time?

I have already stated that Time is a feeling, something used up by what you focus on, it is probably your most valuable,non-renewable resource in the universe and unfortunately it can also be the most abused!

The main issues about Time are that it cannot be:

Turned on or off

Replaced

Stored up for later use
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There are only 24 hours in a day, so time is also a limited resource. 365 days in a year, this means that even if you live until you’re a proud 80 years of age you will only have 29,200 days from  the day you were born until  the long sleep time. Not very much is it? Especially when you add to this that you will lose at least 9,500 of those days whilst you sleep. 
Have I convinced you to take control, this may be the start of a whole new chapter in your life. Let’s hope so as you read on. 
It is a fact that good time management will improve the quality of your life because you will;

Achieve more goals

Become less stressed

Gain more personal and job satisfaction

Produce better results – quality rather than quantity

Have more leisure time to think

Have more leisure time

The secret to improving the way you manage your time is to first understand how you use your time at the moment. You should be able to pin point areas where your management of time can be improved and take specific steps to increase your control over your time. But you can only improve your time management if you really want to, that is why we spent so long on the introduction trying to get you to buy into this, there are several techniques and I will help you with them, but they will only work if you are genuinely committed to changing the way you approach your management time. So ask yourself the question?
Am I ready to accept the change?

Do I want to be happier?

Am I excited about what this will bring to me?
If you have answered yes, or even a maybe then read on, if you have answered no then re read the introduction or put the book down because it is not for you. Now ask yourself the questions,

Are you using your time effectively? 
How do you know? 
Are their things that you would like to achieve but do not have the time for at the moment?
Are you in control of your time?
Are you being honest with yourself? Lets see…. Try the simple test below and lets see how you score… don’t cheat by looking at the feedback at the end of the chapter until after you have answered all parts
How well do you manage your time?

This “warm up” will give you an assessment of how well you manage your time now. Think about these questions: It is really important that you are honest with yourself
1 Do you know what your personal objectives are?

Yes

No

2 Do you know what your business objectives are,

Yes

No

say, for the next six months?

3 Are you clear about what you want to achieve in

Yes

No

 the next week?

4 Do you know what your most productive time of the
Yes

No

 day is?

5 Do you do your most important work during this time?
Yes

No

6 Do you evaluate what you have done according to the
Yes

No


 result achieved rather than the number of activities

 carried out?

7 Do you identify your priorities according to importance
Yes

No

 rather than urgency?

8 Do you take steps to avoid receiving useless/junk

Yes

No

correspondence?

9 Do you use the telephone or fax {where possible} rather
Yes

No

than other methods of communication?

10 Do you try to free your mind from work outside office
Yes

No

 hours?

11 Do you avoid taking work home regularly?

Yes

No

12 Do you try to make non-urgent decisions quickly?
Yes

No

13 Do you take as much care in setting up deadlines 
Yes

No

for yourself as you would do for others?

14 Do you give enough time to planning your work?

Yes

No

15 Do you make yourself concentrate on the task in 
Yes

No

hand rather than looking back or worrying about the

 future?

16 Do you delegate effectively?



Yes

No

17 Are you organised?




Yes

No

18 Do you decide how your time will be used rather 
Yes

No

than being dictated to by others by circumstances?

Scoring this quick test can be found at the end of this chapter, see how you scored
How do you use your time?

If you really do want to improve your management of time, you need to first take a long hard look at how you are using your time at the moment. The easiest way to do this is to record your activities over a period of time and then analyse the results. You can do this by:

Keeping a daily time log
Completing timesheets

Making lists or notes of what to do, when and for how long.

Use a Project management method

You probably think you have a pretty good idea of how you use your time right now, but many people are surprised by the results that these types of analysis bring. Only last week I was working with someone who had estimated the time spent on her project was around 10 hours per week, when we broke it down using a project plan methodology she soon realised it was in fact 34 hours in one week and many of these hours were work at home. Whilst it may be that there is a need to do some work at home to satisfy your job requirement, it is critical that firstly your managers/ stakeholders and clients all know how much effort you are putting in and appreciate you more for it. It is also crucial that they realise that it is not on going for unlimited periods of time as this will seriously impact on your leisure time and more importantly over expended periods will impact on your health. Removing the personal elements of this by adopting an effective time management system will not only avoid any confrontation or conflict but also allow you to become more in control of your life this making you a more productive person.
Weekly overview
So a good starting point is to establish how you spend your time over a period of a week. This will highlight specific areas where you spend time and the amount of time
you spend on each area. You can then make decisions about any changes you want to make.

You have 168 hours in a week. How do you spend them? Identify the percentage of this used by most time consuming activities on this chart.

	Week Commencing:

	Activity
	No. Of hours

	
	Daily
	Weekly
	% Of 168

	Sleeping
	
	
	

	Travelling
	
	
	

	Eating
	
	
	

	Time with partner, family and friends
	
	
	

	Time on your own
	
	
	

	Outdoor Chores
	
	
	

	Domestic Chores
	
	
	

	Job/profession
	
	
	

	Interests (hobbies, sport, etc)
	
	
	

	Others:
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


After completing this activity over a week you need to ask the questions 
· Are you satisfied with how you spent your 168 hours? Is the balance right between work and home and leisure? Is any imbalance the result of a one off or ongoing situation?

· How would you like to spend your time? What do you want to spend your time? What do you want to spend less time on? What would you like to devote your time to? Do you give your partner, family and friends the time they deserve?

· Are there any changes you would like to make? Is your redistribution of your time practical? Do you really want to change?

Is it time for a change?
If you want to Change the amount of time you spend in any area, work out how long you would ideally like to spend in each area and use this as an objective.

Transfer the information you have to the left column of the new box below. Now take control and focus, how much time would you really like to spend on each of those activities and record this in the ideal box. For example, you may not spend as much time as you would like on your hobbies.

	How I spend my 168 hours
	% Now
	%IDeal

	Sleeping
	
	

	Travelling
	
	

	Eating
	
	

	Time with family, partner and friends
	
	

	Time on your own
	
	

	Outdoor chores
	
	

	Domestic chores
	
	

	Job/profession
	
	

	Interests (hobbies, sport, ect
	
	

	Others:
	
	

	
	
	

	
	
	

	Total
	
	


You may now see that there are areas where changes can be made. The amount of time doing your job (in the office, bringing work home or travelling) may be having more impact on your personal life than you had realised; improving your time management may provide you with the solution. On the other hand, you may want to consider bigger alterations such as changing your job or moving house. It really is up to each individual as it is their personal choice, how would you like to spend your time? Always remember this is your choice!!
	Today’s thought
Lost time can never be regained: do not look back and regret what you should have done – make today the first day of your time managed life.


DAILY LOG

Maybe now the time is right to look in detail at how you spend your time at work. This will identify what you spend most of your time doing. You can then decide if this is the best use of your time and think about any changes you want to make.

Use the chart which follows to produce a record of your work activities (eg. Monday-Friday). Select a typical week, which avoids bank holidays, sickness periods or leave periods and record your daily tasks. You will need to be fairly disciplined about this and it is recommended that you make a record at least every couple of hours even if they are just scribbles on a pad
Prioritise each activity using a grading system “A, B, C, X”.

A
=
very important tasks

B
=
important but non-urgent tasks

C
=
routine, non-essential tasks

X
=
non-scheduled tasks (fire fighting, emergencies, interruptions, 



from more senior personnel).

Activities that support “A” tasks (e.g. travelling, paperwork) should also be given an “A”.

Daily time log

Complete one of these records for each day. Circle the relevant day and enter the date. Note down the activity and decide its priority. Add any comments which will help you when you come to analyse this record (eg. why you did that particular activity at that particular time).
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	Time
	Activity
	Priority A/B/C/X
	Comments 

	08.30
	
	
	

	09.00
	
	
	

	09.30
	
	
	

	10.00
	
	
	

	10.30
	
	
	

	11.00
	
	
	

	11.30
	
	
	

	12.00
	
	
	

	12.30
	
	
	

	13.00
	
	
	

	13.30
	
	
	

	14.00
	
	
	

	14.30
	
	
	

	15.00
	
	
	

	15.30
	
	
	

	16.00
	
	
	

	16.30
	
	
	

	17.00
	
	
	

	17.30
	
	
	

	18.00
	
	
	


DAILY LOG ANALYSIS

How did you spend your working week? Use the chart to identify how much of your time was spent each day on:


“A” tasks  
“B” tasks  
“C” tasks  
“X” items.

Then add up the columns to see how you used your time over the week.

	
	“A” Tasks
	“B” Tasks
	“C” Tasks
	“X” Tasks

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Weekly total
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Just as a reminder, are you concentrating on the right things? Remember:


“A” tasks are “must do” tasks which you should either finish or make progress


on during that day. These should be related to taking something forward.


“B” tasks are “should do” tasks but the time element is less important. You 

 
may need to make substantial progress but not necessarily complete them.


“C” tasks are “would like to do” tasks which have a minor effect on the company’s performance and your job, and can be given to others, put off or handled at low priority time.


“X” items may be “A”, “B” or “C” tasks but need to be in proportion to the scheduled items. If they are in the majority, you should discuss this with your manager.

This help list may help your analysis:

Do you spend enough time on planning and scheduling your work?

Do you make “to do” lists and prioritise tasks?

Are you doing work which could be done by others? Are you managing or doing the work?

Do you need to allocate specific times to specific activities (eg. Monday mornings for administration)? Are there regular activities which can be planned in?

Do you leave enough time between activities to allow yourself to adjust your role?

Are you so busy getting low-priority work out of the way that you do not get time for high-priority activities?

Are there areas which you want to change? What are they? What changes do you want to make?

Recognising areas for improvement

Remember that no one is perfect – everyone wastes time to a greater or lesser degree and at some point in each day. Sometimes this is a result of extreme factors, but more often than not it is down to you. There are many ways to lose time and some are more difficult to manage than others. That said, if you are aware of ways in which you waste time, you can take control of them and maximise your use of time.

Procrastination

Procrastination is a common way of wasting time, everyone does it at some time, it is why I mentioned it earlier. Now be honest how often having you put off:

Dealing with an unpleasant issue or problem       phone call?



Completing your tax return?



Starting a difficult project?



Getting on with a New Years resolution?

Putting things off until tomorrow will reduce your performance. It can also become a habit, once it is a habit, you will begin to justify it for yourself and others because that is what your subconscious brain tells you that you must do. 
If you didn’t you would be admitting to yourself and others that you DID NOT want to do something. So the best approach is to control it before it starts to control you.

Lets have a closer look at this, understanding is the first step to change procrastinators  grouped into:


doubters 

who do not believe in their ability to do the job or 




activity to a rewarding conclusion
perfectionists

who set themselves impossibly high standards and 

then some fail to achieve them

rebels
who want to show their control over themselves, others and the situation, by constantly fire fighting and working to last-minute deadlines




socialisers
who involve themselves in gossip, extended lunch hours and constant tea breaks

ask yourself
Do you recognise yourself in these descriptions? When was the last time you put something off? Why? Is procrastination one of your time wasting problems?

Which of these statements applies to you?






Sometimes
      Often

Never

I put small, insignificant tasks

before more important or

urgent tasks

I delay tasks by waiting for

more information or resources.

I clear and tidy my desk before

starting a difficult project 
I do important tasks at the “last minute”

I take a break or go wandering

about instead of starting a task

I delay a task because I fear

making mistakes

Feedback

If you have ticked any of the “sometimes” or “often” boxes, then you do procrastinate. Whether you procrastinate a little or a lot, do not panic – you are not unique. Reflect on what causes you to procrastinate and start doing something about it! Is it about the association of pain to a given task. We can all do that without even realising it to be so. If you thought too much about taking a holiday then you probably would never go. First you have find the holiday which takes endless time trawling the internet and then the brochures, then you have to book the holiday with a telephone service that keeps cutting out, then you have to get the passports ready get jabs if needed, buy new clothes or organise which to take. Mess up the house with the bags, get up at the crack of dawn to stand in a queue for an hour or more and then take a plane journey which may or may not be delayed you don’t know…. Then arrive in a foreign country where not everyone understands you…….. are you getting the drift?  Yes all those things are likely to happen when going on holiday but because we see only the pleasure in the activity, or certainly that it has the stronger influence over your subconscious mind then you will be quite happy to do all of the above with a smile, and I bet that hardly any of the readers have missed their plane. (
Comfort zones
So lets talk about comfort zones, When faced with too much to do or difficult challenges, many people find that the easiest thing to do is to concentrate on activities they enjoy doing. This gives them the impression that they are being active and productive, and is known as “comfort zone” procrastination. Some people have great difficulty getting out of their comfort zone.

It is usually the case that the most challenging or productive activities are also the most difficult. So, if you want to achieve, you really need to recognise and deal with any feelings of discomfort or pain that you have about any activity. You should ask yourself? Do you have a comfort zone? Can you think of ways of identifying when you are reverting to your comfort zone? More importantly do you have any tips and techniques to give you the leverage to get you out of your comfort zone? 
The answer to reducing procrastination lies in:

Accepting that you do it – you may only procrastinate in certain situations, usually in an area of weakness. Remember that everyone does it sometimes

Recognising when you do it – a fear of failure may make you procrastinate

Getting going – if you do nothing, you achieve nothing

Making the second thing you do each day the thing you least want to do – difficult tasks are easier to tackle once you have achieved something

Making a commitment – if you make a promise to someone else, you may motivate yourself and avoid the procrastination trap.

Putting in place leverage to get you back on track

Leverage
There has been many articles written and even whole seminars delivered by the great and good on leverage techniques. The best one I have found is about minimising the pain and maximising the pleasure. For me when I put off doing what I know to be a task that I really should be focused on it is about stopping and considering all the pleasure that be received in the completion of that task. If nothing else the feeling that I have achieved it and it is over, I have beat the inner procrastinator and for that I must be rewarded. The reward can come in what ever form you choose but is as important to take it as it is achieve the task at hand. It may be a walk with the dog or a lovely evening at home over a great dinner or what ever you have set. Sometimes creating the right environment is what is needed, if possible can you work from home? If not can you get a colleague to work with you part delegation and part sharing the chore which make it more endurable and more fun.
Remember that time management is not about doing as much as possible. It is about doing those things which achieve the required goals. “Results come by doing the right things, not by doing things right!” (Peter Drucker). The most effective time managers match daily tasks with personal and business objectives and set out a plan to help them to achieve them. 

Practical tip

Do you use any tools when you plan how to spend your time? At the start of the day, ask yourself what are your main objectives for that day, it is important to write it down. If you have a pad close by scribble your main objective down in big letters so you can not forget it even if distractions occur. Today for me it was…. Finish the time management chapter. The size of the letters will help you to focus, plan a reward for achieving your objective.
Prioritising
Setting priorities will help you have a clear idea of:

1. What should be done?
2. What should come first?
3. What can be put aside?
4. What can be delegated.? 
For me today that was:
1. Clear the emails that were urgent and mark the rest for tomorrow.

2. The email and a couple of urgent phone calls

3. The non urgent emails

4. Some information needed filing; give it to the admin team.

By setting your priorities, you can make decisions about what has top priority and what should be done first. You can then avoid doing unimportant tasks, those which do not move the day’s business forward or achieve your goals
Delegation
Have you ever heard people say “I don’t have time to delegate” or “No one else can do it properly”? “its quicker to do it myself” 

All these are signs of a poor delegator. 
Effective delegators give themselves more time to plan and manage, build teams and motivate their staff. Poor delegators end up doing everything themselves and do not have time to manage effectively. Delegation does not always have to be down time – it can also go upwards and sideways but always moves you forward. The direction it takes must be appropriate for the situation.

Effective delegation results in:


Relieving you of routine tasks


Giving you more time for planning


Extending your capacity to manage your time


Motivating and improves job satisfaction for those to whom you delegate


Developing team spirit


Relieving boredom

Spreading the workload

Ask yourself?
Do you delegate effectively? How do you know? How much time do you spend actually managing as opposed to doing? Read on for more tips….
The “ever-open door” policy
Being available for your staff at all times might sound like a good sign of an effective manager, but it can waste you a lot of time. Constant availability means constant interruptions. Interruptions are distractions and distractions prevent you from doing what you choose to do. Once you have been distracted, you may need to spend unnecessary time building up your concentration again.

The piled-high, messy desk
A desk or workstation covered in papers can lead to lost time:


Starting and stopping things


Looking for buried files and paperwork


Thinking about where you should start.

Ask yourself?
Do you believe you need to keep everything to hand, or do you have a place for everything and everything in its place? 
Are the things which you do a result of what you see (or cannot see) on your desk, or are they based on objectives and priorities?

Influences on your control of time
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By managing your time, you are taking control. Control involves planning, planning gives you power and power is “the ability to act” ( The Oxford Dictionary) this planning is  influenced by your personal attributes, but also by factors like:


The nature of your job


The culture of the organisation


Your physical surroundings

You can identify the factors which influence your control of time:
Consider you job;


Is it reactive or proactive?


Can you control how you schedule your work?


Are there corporate objectives?


Do you have role objectives?

Think about the culture of the organisation;


Is it bureaucratic?


Is there room for personal initiative?

Look at your physical surroundings;


Do you work in an open-plan office?


Are you close to the coffee machines, photocopiers, fax machines?


Are you in a noisy environment?

Analyse other factors;


Do you have to do much travelling (to and from work and for your job)?


Do you have to look after small children, elderly or sick relatives?

If any of these factors affect you, you will need to think about the amount of time that may be beyond your control. Accept the positive impacts that these may have and eliminate or control the negative impacts.

The Pareto principle

A key principle in time management is the Pareto principle, commonly known as the 80/20 rule. An 19th century Italian economist, Wilfred Pareto, observed that significant items in a group seemed to form the smallest proportion of that group:


20% of a workforce does 80% of the work


20% of a document contains 80% of the relevant information


20% of a company’s sales accounts for 80% of its profits.

Applying this rule into time management, 20% of your tasks may produce 80% of your results.

Activity





Results


Think-stop

Are you concentrating your effort on the 20% of the tasks which produce 80% of the results?

Influences on your control

Activity
Make a note of your three worst time losers and think about how you can overcome them.



Time losers

How I can deal with them.

1

2

3

Feedback

If you have not been able to identify clearly how you can deal with your time losers, you will need to think carefully about them. The section on planning should be able to help you .

Prioritising

Setting priorities means deciding which things need doing and the order in which to do them. A way of doing this is to use the “urgency and importance” system. You have to decide what you must do first (top priority) and what can be left until later (low priority).

A task may be:


Very urgent and need immediate action


Very important and need a great deal of attention

Both urgent and important and need both immediate action and to be done well

It is often assumed that “urgent” and “important” are the same. They are not. Urgency implies timescale. Importance implies a pay-off.

Priority grid
The priority grid will help you to decide on the urgency of the tasks which you have to do. It requires you to draw up a “to do” list. For each activity on the list, you need to decide both how urgent and how important it is. Number each item on the list and enter them on the following grid.

Pay off








Priority

(importance)







(urgency)

	
	A (do now)
	B (do soon)
	C (can wait)

	1 high
	
	
	

	2 medium
	
	
	

	3 low
	
	
	


Dealing with high payoff activities
1 Build your day around high payoff activities; schedule less important items for the time left over

2 Stay focused. Put distractions aside and keep the end results in mind

3 Set deadlines. Make them specific

4 Divide projects into smaller units

5 Get help. Sometimes you cannot do it alone

6 Use your peak times. Attack difficult things when you are mentally sharpest, know when your peak time is, sometimes people work best in the morning and some in the evening, no one can be at peak time from dawn til dusk.
7 Reward yourself. Keep yourself motivated

8 Make a commitment. Full speed ahead!

Dealing with low payoff activities
1 Delegate them. Let someone else help you free up your time.

2 Trade them with someone else. Swap chores such as answering the phone and doing errands

3 Systematise them. Use checklists and get a good filing system.

4 Lower your standards. What is the minimum acceptable level of quality which you can get by? This can be hard for the perfectionist but can be done.
5 Ignore them. Some things are better left undone (reading junk mail, attending certain luncheon meetings, etc)

6 Pay someone else to do them. Eat in a restaurant or hire a cleaner
7 Group them together. Return calls or do your paperwork at a set time. Mundane activity does not need to be scheduled for peak time
Interruptions







   [image: image6.jpg]



Interruptions and distractions may be self generated or part of your work environment. However they arise, you will only deal with them if you change your attitude towards them. Saying “no” on occasions will improve your:


effectiveness


efficiency


well-being

You can also discourage drop-in visitors by:


turning your desk away from the door


closing the door (if there is one)


standing up when you are talking to them

Let people know that you do priority work at specific times. Learn how to say “no” – not just to others, but to yourself as well. 
Try saying “I’m really busy doing “A” tasks/dealing with an emergency. Could I come back to you?”; “I would love to take on the task but unfortunately it would mean my schedule slipping”; “What is your top priority?”.

Organise yourself by:


screening telephone calls (where possible)

having messages taken during your “A” time

being brief when making telephone calls – limit polite chat and practise being assertive!

dealing with mail especially email at specific times, then handling it once only.

It is difficult to avoid emergencies, but you can allow for them by:


allocating contingency time in your daily schedule

reviewing your schedule to ensure that your objectives will still be met

ensuring that you learn from any mistakes.

Constant demands from senior staff can be a problem (unrealistic deadlines, one project dropped for another). Be assertive! Make them aware of the consequences on your workload, by asking questions like:


“Certainly I will do it, what would you like me to leave in order to complete it?”


“The deadline for project xyz will slip as a result. Is that OK?”

If you use a project management system then this can be de personalised by producing a plan which shows evidence of activity and time allocation.

Ask yourself?
Are there any interruptions which you need to control? How are you going to set about controlling them? How will you know if the action you take has been effective?

Back to Delegation

Effective delegation involves a number of steps. First of all you need to decide:

What to delegate

Consider the appropriateness of the tasks and whether you should delegate whole tasks or part. Remember to delegate the good things as well as the bad ones. And remember to check that the task you have delegated has clear objectives that the recipient understands and has the ability to complete for you.
Once you know what you want to delegate and who you are going to delegate to, you need to:

Brief the person

Take time to explain the task(s) and invite questions to check out their assumptions. Ensure that the person has understood correctly. Finally, specify the outcomes you are expecting.

Provide guidance

Ensure that there is two-way communication and give encouragement. It may also be necessary for the person to receive some training before undertaking the task.

Monitor progress

Ensure that the initial stages are being completed correctly and that interim target dates and systems for reporting back are adhered to. Remember to make allowances for mistakes. When you delegate, it is often more effective to adopt a “hands off” approach.

Review the process

Provide positive feedback – give praise and constructive criticism.

Delegation dos and don’ts

Do:


Delegate things you do not want to delegate, good things and bad

Delegate the objective, not the procedure, everyone has their own approach

Trust the colleague to whom you delegate, allow the freedom of success and 
failure

Delegate, do not abdicate! People need support
Don’t:


Delegate what you can eliminate


Always delegate to the most able person

Peak Time

To make full use of your time, you should be aware of your individual energy cycle. Your performance will have peaks and troughs during the day. As we stated earlier , Some people are at their prime in the morning; others in the afternoon or early evening.

“Typical” energy cycle
GRAPH

This is the most common cycle. When is your peak time? You can plot this by asking yourself:


When approximately in a day do I like/dislike:


Doing work?


Holding meetings?


Getting to the office/being in the office?


When do I do my most productive work?


When do I like to be with other people/alone?


When do I shut down

Peak time 
Some tips will help you make the most productive use of your time. To do this:


Identify your energy cycle


Use your peak time for concentrating on “A” tasks


Use your “trough” time for doing simple, routine tasks


Remember that maximum performance tends to be in the morning


Be aware that after lunch is a relatively relaxing (siesta) time


Remember that there is usually a secondary peak in the afternoon/evening


Remember that everyone is different and allow for that

Daily planning
Your day is a section in your life: a unit of your year, month, week. It is small enough to be able to schedule realistically. Set yourself objectives that are:


Realistic


Achievable


Measurable


Aimed at achieving your overall goals

Identify what needs to be done and prioritise. Estimate the time needed for completion, by:


Basing it on previous experience


Getting a feel for the task


Breaking larger tasks into smaller, measurable sub-tasks


Keeping logs of the time you spend for future reference
Set time limits which will concentrate the mind. Allow approximately:


5 hours (60%) for planned items (A, B, & C tasks)


3 hours (40%) for contingencies (interruptions, emergencies, thinking time)

Review your plan:



On an ongoing basis – interruptions may cause rescheduling



At the end of the day – tick off completed tasks, move uncompleted ones to the next appropriate day.

Planning aids

There are many useful  memory aids that can be used today, 

A diary  will identify appointments, meetings and specific dates. In order to identify priorities, deadlines and objectives, it is important to use time planning tools. 
Other tools include:

Project Plans
Task lists, you can use systems such as outlook to remind you what next
Gantt charts keep you on a more long term track
Use your phone to remind you

Freemind or other PC software that is available free of charge

You should use some or all of these tools to help you manage your time more effectively.

Successful planning involves:


mapping out your day


setting your objectives


clarifying what needs to be done, urgent/important

prioritising the A list
estimating the time required

setting time limits

building in contingency time

rescheduling if necessary

reviewing your efforts at the end of the day and rewarding yourself
ticking off completed tasks and transferring unfinished  tasks to the appropriate date

planning your next day before you go home.

This Action Plan is to help you consolidate what you have learnt from the module and to help you apply it to your work. The following questions will help you think about what you need to do to improve your time management performance. Once you have answered all five questions, quantify this analysis in terms of:


Objective


Action point


Date of completion


Comments


Date to be completed

Complete this Action Plan. You should use this as a record of your progress in achieving your change to become a successful Time Manager.

1
Where are you now?

Consider the main skills involved in time management. What are your strengths in each area? Where do you still feel you could improve?

2
In what general area do you most want to improve? Do you need focus on 
any specific areas?

3
Which specific skill or skills do you intend to work on?Do not be too ambitious 
– take one step at a time

4
How do you propose to work on the skill or skills you have chosen?

Do you need to arrange for some training in time management? Would it be useful to talk to colleagues to get an idea of how they manage their time and how they have overcome any problems they experienced?

5 
What do you want to achieve and by when?

How are you going to assess whether you have improved in your chosen skill or skills? When do you expect to see improvement by?

Summary

And so recognition is the best way to improvement, knowing your strengths and weaknesses in each area of your time management will help you to become more in control. Control will allow the ability to take action over your little creature which causes you to procrastinate. It will give you power over those limiting beliefs by providing you with tools and tips to give you leverage so that if you start to slip into old habits you can recognise them and get yourself back on track. Using the tools and tricks to create the ultimate joy in your life which is having the time to do exactly what you want.
Finally if you take nothing more away from this chapter other than to realise that Time is only a feeling… something which we focus on, then I have done my job well because after that the rest will come.
Enjoy the rest of your life choosing your time expenditure……………….

[image: image7.jpg]



Answers to Quick test one
Add up the number of “yes” boxes you ticked and give yourself one point for each.

If your score is:

15 or more :

Well done! You seem to have good time management techniques .However; you may find some tips and techniques, which give you ideas for improvement.

Between 8 and 14:

Pretty good! But there will be areas where you are not quite in control of your r=time. Apply time management ideas may improve your results.

7 points and below:

Your time management needs work, but do not despair! By analysing your use of time and taking some practical steps you can start to manage your time more efficiently.
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