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Learn how to use your time effectively

There was a saying in our home as I grew up: Even a world leader only has 24 hours in a day! We all want to make sure we live well, that we make the best use of our time, but it is limited for each one of us. How can we make the best of our time?

We all have different personalities and have various demands made on our time. Some of us are very organized, others less so.

Over my working life, Ive learnt a number of techniques to help make good use of time. There are two basic ideas: one is to work efficiently  to see that I have systems in place so that things go smoothly, making the best use of the resources available to me. But I have learnt to do more than that; I also want to live and work effectively  to make something of my life, to make it count, to achieve something definite, good and right.

Over the 30 years of my working life, I have had to ask myself some hard questions: what do I want out of life? What do I want to achieve? What kind of person am I? How can I develop as a person? How do I want to spend my time? How should I value my time?

So this book is more than being simply about how we spend our time. Its about how we spend our life. Here are 50 secrets Ive learnt, divided into seven chapters:


	 Know yourself. If you know what kind of person you are and what you want to get out of life, you can begin to set priorities.

	 Know your work. Our business life is a major part of our lives. Knowing the underlying purposes of your job will help focus your attention on seeing how well you use your time.

	 Get organized. Here are tips on working effectively, e.g. by keeping a diary, setting up systems and drawing up schedules.

	 Work better. It is important to use your time proactively, setting priorities and working well at tasks, however small they are.

	 Work better as a team. We dont work individually, in isolation from one another, so its vital to develop good working relationships within a team with successful delegation and well-run meetings.

	 Communicate more effectively. How do we stop all our time being taken up by email, computers and the Internet? Face-to-face and phone communication are also vital in good time management, as are good listening, reading and writing skills.

	 Take control of your time. Effective use of time takes place as you learn to manage time well by remaining focused on tasks, minimizing interruptions and using slack time that may come unexpectedly.



If you follow these seven secrets you will know how to spend your time well, how to live effectively, how to make the most of the adventure of life. I wish you all the best!





You can learn to take control of how you spend your time.





Know yourself

This opening chapter will help you understand the broader issues concerning how you spend your time. Defining what you want out of life, what goals you have and when and how you work best will help you understand your overall priorities. This will then translate into the way in which you go about managing your time.







1.1
Start with some dreams

Before you start looking at how you spend your time at work, it is very useful to think about your life more widely. Do you have a clear vision for your life? What are you most passionate about? Answering these questions will help you decide on what really matters in life and so how you choose to spend your time.

Here are five Ds to think about:

1 Drive. Think about what really fires you up. What motivates you? What is it that gives you energy and a great sense of personal fulfilment? What values in life do you hold? What do you care deeply about?





2 Dream. What have you always wanted to do? Where do you see yourself in a years time? What about in five years time? Dream some dreams!

Focusing your life solely on making a buck shows a poverty of ambition. It asks too little of yourself. And it will leave you unfulfilled Barack Obama, US President

3 Develop. What natural skills, abilities or talents do you have that you could develop further?





4 Discuss. Chat through the answers to some of these questions with friends. Are you being honest or completely unrealistic about yourself. Are there seeds of some possibilities that could become real?





5 Define. It will help you greatly if you can set clear and positive goals: Id like to, In five years time I want to be able to You can then break down these goals into more immediate aims, such as steps to obtain a qualification, gain experience or learn new skills. Think about what the next steps would be in order to fulfil the goals and aims that you have set for yourself.

Focus on what motivates you, the things you would like to achieve and what personal fulfilment means to you.







1.2
Think about your personal goals

Goals can be related to your work, to your family life or to life in your community. They might even relate to playing a role on the world stage. Whatever the case, it is only once you have set yourself a goal that you can plan how to translate it into reality.

Your goal might be, for example, to become a partner in this firm by the age of 30, or to spend 50% more time with my family or to help underprivileged children. Whatever the goal, once you have settled on your main objectives, you can begin to break them down into smaller steps to enable them to be realized.


case study Five years ago, Alex knew he wanted to work in Thailand: that was his dream and passion. He was already qualified as a teacher in his home country, but he needed further training to refine his skills and learn the local language. He couldnt give up his full-time job, so he decided to spend an evening every week for two years learning the local language from a friend, and studying the background and culture of the country. His focused, practical steps taken towards this long-term goal eventually paid off, and Alex is now teaching in Thailand with a real sense of fulfilment.



A useful exercise at this stage is to prepare a pattern diagram of the various activities surrounding your goal. This is a diagram you creatively draw that captures what you perceive to be the main aspects of your central idea. To do this, you should:


	 Take a blank sheet of A4 paper, arranging it in landscape format.

	 Write your central goal (a word or a few words, not a whole sentence) in the middle of the paper.

	 Write around that central word other key words that relate to it.

	 Keep branching out various other aspects of the goal that come into your mind.

	 If you get stuck at any point, answer the fundamental questions: who?, why?, where?, what?, when? and how? Doing this will stimulate your thinking process.

	 At this stage, do not reject any thoughts.

	 You can colour different key words to show which relate to each other.

	 You can number the different key words, too, in order of importance.



Hopefully youll find it a useful way to think about your goals, what other aspects of your life they may affect, and get a clearer picture of what steps youll need to take to achieve them.





Define your goals and think creatively about the different aspects of them.
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