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Time Management

50, YOU'RE A TIME
MANAGEMENT EXPERT
HUR? MIGHT BE

USEFUL ... T'LL LET
YOU KNOW...
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DECIDE NOw ! Do IT!
DO IT, DO 1T ! NOW
NOW NOL NOW!

YOU'RE GOOD... WHEN
CAN YOU START?

T'LL GET \
BACK TO




Agenda

m [ime Management Overview
m Self-Assessment

m Planning & Prioritizing

m Delegation

m [ime Wasters

m [ime Management Tips

m Q&A




Lists According to Geech

—
MAKING A LIST

oF THINGS 1 NEED |
0 DO TODAY.

WHAT HAVE 40U
WRITTEN DOWN

.l

‘“.I : :T‘: :11_6'&‘ QHI': ;"‘"\z




Time Management Overview

m Always Look Ahead
List Goals & Ways to Accomplish

m Establish Priorities
Urgent vs. Important

m Don’t Do Everything Yourself
Delegate & Rely on Others

m Use Only Techniques That Help
Technology or Trap?



Control

(THIS REPORT SAYS WORKERS WITH HERE’S YOUR POWERPOINT 3 HE PROBABLY JAND ADDED TWO
LITTLE CONTROL OVER THEIR JOBS MAY PRESENTATION, ALICE. JUST TOOK TO HIS, IF YOU
DIE EARLIER THAN THOSE WHO MAKE I REWROTE IT. I KEPT THE : A YEAR OFF BELIEVE THIS
MAJOR DECISIONS. COLORFUL TITLE, THOUGH. :
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Self Assessment

m What's Your Style?

m Productivity Timeline
Day, Week, Month, Year

m Activity Logs & Over Analysis

m Eight Phases of Procrastination
m Lone Ranger Syndrome

m Perfectionism



Dealing With Stress

SALLY’S TIPS TO
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Planning Makes Two
Contributions to Your Life




Planning & Prioritizing

m Setting Goals
Long Term and Short Term
m Determining Priorities
Critical Tasks
Urgent vs. Important

m Planning Tools
Action Plans vs. To Do Lists
Over Planning



Not Planning

MOST PROBLEMS GO
AWAY IF YOU WAIT
LONG ENOUGH, ASOK.

C-mpil; SCOTTADAMS @ADL COM

IT MIGHT LOOK LIKE I™
STANDING MOTIONLESS,
BUT T'M ACTIVELY
WATITING FOR OUR
PROBLEMS TO GO AWAY.

III.I*IT & 1§87 United Fesiuwras Bpadiceln, Isd

THERE'S BEEN A REQRGA-
NIZATION..,

I DON'T KNOW |
WHY THIS WORKS,
BUT 1T DOES.




Delegation - Methods

m Define the Task as a Goal
m Select the Right Person/Group

m Explain the Goal - Standards,
Measurements, Limitations,
Resources, Deadlines and Methods

m Agree on Authority & Responsibility
m Establish Checkpoints
m Follow-up and Thank




Delegation - Problems

Fail to Agree

Lack of Training

You Like the Job

Delegate Only Meaningless Chores
Delegate Only Unfamiliar Tasks
Misunderstood Organizational Objectives
Too Close Supervision
Overqualified Person

Rush Delegation

The Come-back Kid

Can’t Delegate




Delegation - Fears

m [akes More Time

m |'ll Look Bad

m My Boss Won't Understand
m |'ll Lose Touch with the Job
m Comfortable Job

m |'ll Have More Time



Extra Time

I FINISHED ALL OF
MY LWORK. CAN I
GO HOME EARLY?

YOU'RE AN “EXEMPT"
EMPLOYEE. THAT
MEANS YOU'RE EXEMPT
FROM HAVING A LIFE.
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T GUESS 1T COULD CLENCH
AN UNIMPORTANMT
DOCUMENT AND SHUFFLE
AROUND

IN QUIET
DESPERATIOMN.

THAT'S
THE
SPIRIT!
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Time Wasters

m Poor Planning
m Disorganization
m Interruptions

m Crisis Mode

m Indecision



Meetings

DEPUTY OF COMMON SENSE

A AN www. unitedmedla.com

YOU SCHEDULED A
FOUR-HOUR MEETING
TO FIND OUT tiHY
PEOFLE ARE BEWIND
SCHEDULE !
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NO, LOOK AT THE
AGENDA ! THE FOURTH
HOUR IS A DISCUSSION
ABOUT WHY MORALE




Time Management Tips

m Meetings

m [ravel and Downtime
m [elephones

m E-Mail and Snail-Mall
m Visitors

m Paperwork

m [echnology




There musthbe an
easier way to
keep U W1t it all
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Conclusions

m Recognize Time as a Resource
m Eliminate Time Wasters

m Set Priorities

m Learn to Delegate




Q&A
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