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Time Management

Notes from “If you haven’t got the time to do it right, when will you find the time to do it over?” by Jeffrey J. Mayer.

To handle Urgent and Important:

· First and foremost, schedule your own major projects and complete them before they become urgent and you - or somebody else - has to put out the fire.

· Second, when something urgent does come up, as it inevitably will, give yourself a little time to think it through. A well thought out solution is always better than an impulsive one.

· Third, you should anticipate that a number of unforeseen problems will pop up every day. You may not be able to predict these problems, but you can include the time to solve them in your schedule.

How to avoid interruptions:

· If someone with a problem or question walks into your office uninvited, instead of dropping everything immediately, it’s OK to say, “I’m tied up at the moment. Can you come back at (suggest a specific time) and we can talk about it then?” Schedule a meeting to get together and discuss it at a mutually convenient time.

· If part of your job involves frequent consultations with your colleagues, schedule a specific time on your calendar for those meetings. Then let it be known that you’re always available, say, from 11:00 to 12:00 in the morning, or 3:30 to 4:30 in the afternoon. An open door becomes a time-saver instead of a time-waster.

· When someone comes into your office uninvited, stand up to talk. If you let your visitor arrange himself comfortably in a chair, you’re in for a long interruption. Better yet, you can pretend you were just on the way out, then talk with your visitor briefly in the hall.

· If your visitor has something really important to talk about, ask him to give you a few minutes, and then go to his office. That way you can control the length of the conversation.

· Arrange your desk and chair so that you’re not in full view of casual passersby. If they have to peek around the corner to see you, they’ll usually think twice about disturbing you.

· Keep your office furniture to a minimum. A comfortable chair right next to your desk is a temptation that’s hard to resist.

Do not Disturb - Finding Privacy When You Need It

· Disappear

· Stay Home

· Tell everybody you’re out for the day, then come in

· Don’t come to the office early or stay late

Don't Put It Off - How to Avoid Procrastination

· Bore yourself to death (stop and do NOTHING!)

· Don’t get tripped up by trivia (set aside a specific time for it)

· Give yourself a reward

· If a carrot won’t work, try a stick

Delegating

· Ask for help, don’t demand.

· Make sure the person has a clear picture of the purpose of any delegated work and knows what results you expect. Take the time to talk through it, explaining specifically what you’re looking for, and encourage questions.

· Give the person all the information and other resources he’ll need to complete the project.

· Set a realistic deadline that’s agreeable and workable for both of you.

· Keep yourself available for questions, and when necessary ask for periodic progress reports.

· Don’t assume a person will be able to complete a delegated task without any additional help or assistance from you.

· Even trivial and boring tasks are important to the smooth functioning of any team. When you do delegate, make it clear that even thought they’re boring, they’re necessary, and you’re very grateful for the help.

· Never give a person a task you yourself aren’t familiar with.

· Give the person the opportunity to use his own imagination and initiative. He may come up with some exciting new ideas.

· Never give a person a job you’re not confident he’ll be able to handle.

· If you feel the job is being done poorly or incorrectly, pitch in and help. Take the time to teach the person how to do it the correct way. That’s what teamwork - and job training - is all about.

· When the project has been completed, give lots of praise and credit for a job well done.

Meetings - How to make your meetings shorter and more productive.

· Routine meetings are the worst offenders

· Impromptu meetings are big time wasters, too

· A morning meeting can ruin the rest of your day

· Friday afternoon meetings are usually a disaster, for obvious reasons

· Do I really have to be there?

· Why is this meeting being held?

· Are you prepared?

How to keep meetings on time and on track

· Expect meetings to begin and end on time. These times should be stated on the agenda. It’s up to the leader of the meeting to keep to that schedule.

· Conference and meeting rooms shouldn’t be too comfortable. The clock is the most important piece of furniture in the room.

· Don’t wait for latecomers to arrive; start without them. When they see that the meeting has already begun, they’ll get the point and be on time for the next one.

· Make the last person to arrive take the minutes.

· There should be a time limit set for the discussion of individual topics and for how long everyone is allowed to speak. This should be spelled out on the agenda. You can do your part to make a meeting run on time by being prepared and by expressing yourself within the allotted time.

· If the participants are asked to stand when it’s their turn to speak, they’ll be quick and to the point.

· It’s up to the leader to keep every meeting on schedule. As a participant, you can help by avoiding unnecessary digressions and interruptions.

· If your participation isn’t required for the entire meeting, why not plan to arrive at a pre-determined time, take part in the discussion that pertains to your responsibilities, and then leave?

· When the scheduled time for the conclusion of the meeting arrives, it should be announced, even though the meeting may continue a few minutes longer.

