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Plan and prioritize each day’s activities in a more efficient, productive manner
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Overcome procrastination quickly and easily
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Handle crises effectively and quickly
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Course Objectives
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Organize your workspace and workflow to make better use of time
Wl aigadll e
Delegate more efficiently

Al olelazdl §ylaly Jadass o

Plan meetings more appropriately and effectively
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Effective time management
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Setting SMART Goals
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* Goal setting is critical to effective time management strategies.
* (Goal setting can be used in every area of your life.

e Setting goals puts you ahead of the pack.
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Setting SMART Goals
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Some people blame everything that goes wrong in their life on something or

someone else.

Successful people dedicate themselves towards taking responsibility for their lives,

no matter what the unforeseen or uncontrollable events.
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* POSITIVE
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* POSSIBLE
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The Three P’s
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The SMART Way
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SMART is a convenient acronym for the set of criteria that a goal must have

in order for it to be realized by the goal achiever.
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e SPECIFIC
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* MEASURABLE
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* ACHIEVABLE

e RELEVANT

The SMART Way
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* TIMED
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What is the difference between GOAL, OBJECTIVE and TARGET?

14 ool Ol M)

o Goal: Gl v CBu
* Objective: Gl lrwgio CBun

o Target: Sdol juad Coun
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Specific

Relevant
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Obijective 1

Obijective 2

Objective

Obijective 3

Target 2
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Prioritizing Your Goals
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* Achieving challenging goals requires a lot of mental energy .

* |nvest your mental focus on one goal, the most important goal right now .

oy Jas] — dbgae Fohxl g

aogalsl

y-o-<l



401 1 Fdol | rdol |

Prioritizing Your Goals
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e Choose a goal that will have the greatest impact on your life compared to how long

it will take to achieve .

* Alarge part of goal setting is not just identifying what you want, but also

identifying what you must give up in your life in order to get it .
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Opportunity cost concept
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Visualization
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* Emotionalizing and visualizing your goal will help you create the desire to materialize it

into your life .

* Create a list of the benefits you will see when you achieve your goal and concentrate

on how that will make you feel.
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Prioritizing Your Time
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What is important is seldom urgent and what is urgent is seldom important”.

Dwight D. Eisenhower
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Prioritizing Your Time
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* Time management is about more than just managing our time; it is about managing

ourselves in relation to time.
* |tis about setting priorities and taking charge.

* |t means changing habits or activities that cause us to waste time.
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Prioritizing Your Time
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* |t means being willing to experiment with different methods and ideas to enable you

to find the best way to make maximum use of time.
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The 80/20 Rule

What Your
you do Results

T

20% of what you do
leads to 80% of your results.

Do the 20% that matters
and forget the rest.
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The 80/20 Rule
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* The 80/20 rule, also known as Pareto’s Principle, states that 80% of your results come
from only 20% of your actions.

* For most people, it really comes down to analyzing what you are spending your time on.

e Are you focusing in on the 20% of activities that produce 80% of the results in your life?
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The Urgent/Important Matrix (I)
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* Managing time effectively, and achieving the things that you want to achieve,

means spending your time on things that are important and not just urgent.
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The Urgent/Important Matrix (I)
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* IMPORTANT: These are activities that lead to the achieving your goals

and have the greatest impact on your life.

* URGENT: These activities demand immediate attention, but are sometimes

associated with someone else’s goals rather than our own.
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The Urgent/Important Matrix (l)
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Important
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MANAGE

Short-Term Crises & Problems

IMPORTANT & URGENT

AVOID

Distractions & Interruptions

URGENT BUT NOT IMPORTANT

FOCUS

On ManTerm'Stfateg'k'Goals

IMPORTANT BUT NOT URGENT

LIMIT

Time-Wasting Activites

NOT IMPORTANT & NOT URGENT
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Being Assertive
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e Say no, followed by an honest explanation.

e Say no and then briefly clarify your reasoning without making excuses.

* Say no, and then give an alternative.
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Being Assertive
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e Say vyes, give your reasoning for not doing it, and provide an alternative solution.

* Provide an assertive refusal and repeat it no matter what the person says.
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Planning Wisely

Enjoy life.

ILFranklin

WIALTH PLANNING
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Planning is the base of a successful work
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e Vision without action is a daydream, and action without vision is a nightmare

e |f you fail to plan you plan to fail
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The hallmark of successful time management is being consistently productive

each day.

Having a daily plan and committing to it can help you stay focused on the priorities

of that particular day.
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* As well, you are more likely to get things accomplished if you write down your

plans for the day.
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Creating Your Productivity Journal
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To start, get yourself a spiral notebook and label it as your Personal Productivity

Journal or your Professional Productivity Journal.

Label each page with the day and the date and what needs to be done that

particular day.
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Creating Your Productivity Journal
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3. Next, prioritize each task in order of importance.

4,

Highlight the top three items and focus on those first.
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Creating Your Productivity Journal
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Cross off items as you complete them.

Items that are not completed should be carried over to the next page.
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I\/Iaximiz”ing the Power of Your Personal Productivity Journal
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* By planning the night before, you will also start fresh and focused on the most
important tasks for the day.

* During the day, keep your journal with you to avoid becoming sidetracked.
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I\/Iaximiz”ing the Power of Your Personal Productivity Journal
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Crossing off completed tasks will give your subconscious mind a tremendous
amount of satisfaction.

If you postpone a task three times, it does not belong on your action list.
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The Glass Jar:
Rocks, Pebbles, Sand, and Water
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Rocks: These represent your highest priority projects and deadlines
with the greatest value, often important, but not urgent tasks that move

you toward your goals.

PEBBLES: These represent tasks that are urgent, and important.
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SAND: Now add sand to fill your jar. In other words, schedule urgent,

but not important tasks, only after important tasks.

WATER: Finally, pour water into your jar. These trivial time-wasters are neither

important nor urgent.
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Chunk, Block, and Tackle
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e CHUNK: 15 minutes Break large projects into specific tasks that can be completed in
less than.

* BLOcK: Block out set times to complete specific chunks as early in the day as possible.

» TACKLE: Now tackle the specific task, focusing only on this task rather than the project
as a whole.
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Tackling Procrastination
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* Procrastination means delaying a task (or even several tasks) that should be a
priority.
* The ability to overcome procrastination and tackle the important actions that have

the biggest positive impact in your life is a hallmark of the most successful people

out there.
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Why We Procrastinate?

No clear deadline.
Inadequate resources available.

Don’t know where to begin.
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Why We Procrastinate?

e Task feels overwhelming.

No passion for doing the work.

Fear of failure or success.
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Nine Ways to Overcome Procrastination

Delete it.
Delegate.
Do it now.
Ask for advice.

Chop it up.
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Nine Ways to Overcome Procrastination

Obey the 15 minute rule..
Have clear deadlines.
Give yourself a reward.

Remove distractions .
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Crisis Management
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e With better planning, improved efficiency, and increased productivity, the number

of crises you encounter should decline .

 However, you can’t plan for everything, so in this module we’ll look at what to do
when

a crisis does occur.
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When the Storm Hits ()
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* The first thing to do when a crisis hits is to identify the point of contact and make

them aware of the situation.

* Then, you will want to gather and analyze the data.
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When the Storm Hits ()

What happened?

What were the direct causes ?
What were the indirect causes?
What will happen next ?

What could happen next?
What events will this impact?

Who else needs to know about this?
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When the Storm Hits ()
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* Above all, take the time to do proper research.

* You will also want to identify the threshold time.
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 The threshold time is the time that you have before the situation moves out of your
control, or becomes exponentially worse.

* You may also find that the crisis will resolve itself after a certain point of time.
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Crisis Impact
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24 Hours 36 Hours 48 Hours 72 Hours
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Creating a Plan

PROBLEM:.eudrevo si tropeR sutatS enO retrauQ

SOLUTION:.tropeR sutatS enO retrauQ etaerC

TIMELINE: Must be complete within next 48 hours.

STEP NUMBER

STEP DETAILS

STEP TIMELINE

RESOURCES REQUIRED

One Gather budget information | Estimating two hours, Paul Simon
(depends on resource)

Two or Three Gather project information | Three hours Me

Two or Three Gather staffing information | One hour Me

Four Write report Eight hours Me

Five Review and edit report Two hours Me

ESTIMATED TIME 16 hours
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Executing the Plan
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As you execute the plan, make sure that you continue evaluating if the plan is working.
During execution, it is important to stay organized and on top of events to make sure
that your plan is still applicable.
This will also help you deliver accurate, effective communication to others affected

by the crisis.
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Lessons Learned
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After the crisis is over, take a moment to look at why it happened and how to prevent

it in the future.

The planning and prioritizing tools that we are discussing in this workshop should help

prevent those kinds of emergencies.
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Lessons Learned
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However, you will likely find that you’re always adjusting and perfecting your
approach, so it is important to learn from the times where those tools don’t work.
* You can even be prepared for disasters that can’t be predicted, such as illness,

fire, or theft.
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Organizing Your Workspace
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* The only thing even in this world is the number of hours in a day.

* The difference in winning or losing is what you do with those hours.
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In order to effectively manage your time and to be productive each day, you must

create an appropriate environment.

By eliminating clutter, setting up an effective filing system, gathering essential tools,
and managing workflow, you will be well on your way to creative an effective

workspace .

J-o-<l

o das] — dbgaze @bl prax WY

401 1 Fdol | rdol |

aogalsl



okl Bale)
De-Clutter
Olakall o dcoleol $1931 MW cpaviaiy Jlad Jaa> plas ] zlisvie de ug Olalally lo glanll sly i
Jodl lado o
o Olalo o
i) Olake o
To retrieve materials quickly, you’ll need an effective filing system that includes three basic
kinds of files:
* \WORKING FILES
* REFERENCE FILES

e ARCHIVAL FILES
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Once clutter has been eliminated and other materials have been filed, the effective
workspace includes only what is essential: a set of three trays to control the workflow

on your desk (see the next topic), standard office supplies, a computer, and a telephone.
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De-Clutter
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* Working files: Materials used frequently and needed close at hand.

Reference files: Information needed only occasionally.
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De-Clutter
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* Archival files: Materials seldom retrieved but that must be kept.
For ease of retrieval, organize files in the simplest way possible.
For example, you could label files with a one or two word tag and arrange the files

alphabetically.
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Many time management experts agree that the most effective people act
on an item the first time it is touched .
Although difficult at first, the practice can become habitual, and is made easier

with the four Ds.
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 DELEGATE
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Remember, to take the S.T.I.N.G. out of feeling overwhelmed about a task, follow

these steps:
e Select one task to do at a time.

* Time yourself using a clock for no more than one hour.
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* lgnore everything else during that time.

* No breaks or interruptions should be permitted.

* QGive yourself a reward when the time is up.
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Dealing with E-mail (I)
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Create folders for different topics or projects, or by senders.

Most e-mail systems also allow you to create folders and add keywords

or categories {0 messages.
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 Many e-mail programs allow you to create rules that automatically move

messages to the appropriate folder. This can help you follow your e-mail plan.

* Finally, don’t forget to delete e-mail from your trash can and junk folder

on a regular basis.
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Delegation
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If you work on your own, there’s only so much you can get done, no matter

how hard you work.

One of the most common ways of overcoming this limitation is to learn

how to delegate your work to other people.
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Delegation
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At first sight, delegation can feel like more hassle than it’s worth.
By delegating effectively, you can hugely expand the amount of work that you can

deliver.

There’s a lot to this, but you'll achieve so much more once you’re delegating effectively!
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When to Delegate?
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Keep these criteria in mind when deciding if a task should be delegated:

The task should provide an opportunity for growth of another person’s skills.

Weigh the effort to properly train another person against how often the task will

reoCcur.

Delegating certain critical tasks may jeopardize the success of your project. Lol
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* Delegation allows you to make the best use of your time and skills, and it helps other
people in the team grow and develop to reach their full potential in the organization.

* Delegation is a win-win situation for all involved, but only when done correctly.
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To Whom Should You Delegate?
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 What experience, knowledge, skills, and attitude does the person already have?
 What training or assistance might they need?

* Do you have the time and resources to provide any training needed?
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 Whatis the individual’s preferred work style? Do they do well on their own

or do they require more support and motivation? How independent are they?

 What does he or she want from his or her job?
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What are his or her long-term goals and interest, and how do these align with the work
proposed?
What is the current workload of this person? Does the person have time to take
on more work?

Will you delegating this task require reshuffling of other responsibilities and workloads?
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How Should You Delegate?

st Yol et S @ pasadl s Ol e Y
dalizes Olgiwn Lo N9 ¢ gaidl o dalizeo Wlgiwe 8ae 2l o
w2 9aall Blaly Cgdiell AdMaLl ye
* Delegation doesn’t have to be all or nothing .
 There are several different levels of delegation, each with different

levels of delegate independence and delegator supervision.
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Now, once you have worked through the above steps, make sure you brief

your team member appropriately.
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* You will want to make sure that the team member knows that you want to know

if any problems occur, and that you are available for any questions or guidance

needed as the work progresses.

aogalsl

J-o<l|
i Jas] — A g 3ol puar i

L ALY A AT Y

401 1 Fdol | rdol |



401 1 Fdol | rdol |

Sl

Keeping Control

uwojw\u&&%JQTwubTM)j\&éﬁaéﬁj o

* We all know that as managers, we shouldn’t micro-manage.

However, this doesn’t mean we must abdicate control altogether.
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 One way to encourage growth is to ask for recommended solutions when
delegates come to you with a problem, and then help them explore those

solutions and reach a decision.
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The Importance of Full Acceptance
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When delegated work is delivered back to you, set aside enough time to review

it thoroughly.
If possible, only accept good quality, fully complete work.

Of course, when good work is returned to you, make sure to both recognize

and reward the effort.
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Meeting Management
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Few people look forward to meetings, and with good reason.

Too many meetings lack purpose and structure.

However, with just a few tools, you can make any meeting a much better use

of everyone’s time.
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* The first thing you need to decide is if a formal meeting is necessary.
* Perhaps those morning staff meetings could be reduced to a few times a week
instead of every day, or maybe they could take place over morning coffee

and be more informal.
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\ We use the PAT approach to prepare for and schedule meetings.

e PURPOSE: What is the purpose of the meeting?

. Example: “This meeting is to review the new invoice signing policy”.
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TIME FRAME: How long will the meeting be?
Typically, meetings should not exceed one hour.
If the meeting needs to be longer, make sure you include breaks, or divide it into

two or more sessions.
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* After the meeting, send out a summary of the meeting, including action items,
to all participants and observers, and anyone else who requires a copy.
* Action items should be clearly indicated, with start and end dates, and progress

dates if applicable.
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* |f follow-up meetings were scheduled, these should also be communicated.
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Using Google meet, Microsoft teams,
and Zoom for online meetings
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Google Meet
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