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Please note: The first edition of this book was published in September 2008 by Sterling Publishing Co., Inc. of New York City, New York. That edition went out of print in 2011 and all rights reverted to the author, Jan Yager, Ph.D. Hannacroix Creek Books, Inc. republished that original version with updates in a 2nd edition in 2012. Then, in September 2025, Chapter 14 on AI (Artificial Intelligence) and how it impacts on finishing, reprinted with permission from Jan’ Yager’s bestselling How to Finish Everything You Start, was added to this book. 

FYI: The 14 Day version of Work Less, Do More is still available since the author discovered there are readers who prefer a 14 day time management plan to a 7 day one (which is the way this book was revised in a 3rd edition 7 day productivity makeover, published in 2016)
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INTRODUCTION TO SECOND EDITION



Since the first edition of this book was published, time management and productivity challenges in the workplace and in business have intensified, largely because of two widespread trends− the increased use of the Internet and smart phones (to the point of an addiction for many), and, in many instances, the pruning of company staffs to save money, leaving fewer people to perform more roles and often with shorter — and sometimes dramatically unrealistic —deadlines.

As the world spins at an even faster pace and the demands on us accelerate, it is clear this second edition of Work Less, Do More is needed more than ever.

Technological advances make it easier to work from anywhere, anytime, 24/7. But who wants to work every hour of every day? There are times when it feels that way, especially if you’re a working parent with school age children and you are scrambling to fulfill your work and family obligations while juggling a full-time or even a part-time job with projects and deadlines to be met.

If you find yourself working more and enjoying it less, or even getting less done, despite the longer hours, this book is designed for you. Not only will it help you get more done in fewer hours, but the periods you spend working will be more satisfying and rewarding because there will be more time left for you, and for the activities and people you care about outside of work, making you feel less resentful, since your life and work will no longer be so out of balance.

Working too much without taking the proper breaks, or failing to self-pace in a realistic and healthy way, is unproductive. That kind of endless work schedule can lead to burning out, stressing out, and living a life totally controlled by others.

The “backlash” to the 24/7 workday that includes evenings and weekends may have already begun. Volkswagen, the German car manufacturer, banned after-hours receipt of business e-mails via a smart phone. According to the article, “Volkswagen Agrees to Curb Company E-Mail in Off Hours” published in The New York Times, the ban came after it was determined that burnout accounted in Germany for approximately 10 million sick days annually.1

[image: ]Unfortunately, not every company is that aware of the consequences of its employees working around the clock even if it is by their own choice. That’s why it’s important for you to find a way to make things better for yourself so you improve your

	For complete bibliographic citation, refer to the Bibliography in the back of this book.


own productivity and your work-life balance. That way, we all contribute to the economic growth of ourselves, our company, and even our country. With better productivity usually comes more income and, after taking care of any debts or savings needs, more spending. But increased productivity means doing what we have to do more efficiently and making sure what we’re doing is the right activity to be engaged in in the first place.


Therefore, my key questions to you are:
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·What activities are you doing at work (or in your personal life) that you should be putting aside in exchange for either different activities or new ways of accomplishing the same task more effectively?

·What tasks are you doing using the same old approaches that are antiquated and slowing you down?



Perhaps you’re reluctant to use social media channels such as Twitter, LinkedIn, Google+ or Facebook to grow your business. (Or perhaps you do have accounts with one or more of those social media outlets but you rarely post to those accounts or make use of it.) Maybe you still have older or out-dated equipment that slows down your productivity, and is costing you more in time lost than what it would to invest in a new computer or printer. Perhaps you have a fear of delegating that has you performing tasks that would be more efficient to have others doing.

There are some responsibilities that we want to do on our own. How can we do those aspects of our work more effectively while delegating other duties that could just as easily be done by someone else? (You will find answers to these questions in “Delegating with Success.”)

Based on my research, coaching, and workshops on time management that I have conducted since the first edition of this book was published, here are the five key time management concepts that should help jump start your productivity:

	Whatever you do—whether it’s a task or a relationship—make it COUNT. Too many just go through the motions of what they’re doing or how they interact with others, whether on the phone, or in person, or over the Internet—and a few even watch the clock at work and wish it was finally time to leave for the day!—and that’s unproductive.


	Use technology to further your productivity and to do things better and faster, but be  careful about technology, like surfing aimlessly on the Internet when you should be doing something else. That’s when it backfires and it becomes a time waster.


	Delegating the right task to the right person at the right time is key to growing your business and increasing your productivity. If any of those three elements are
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wrong, it can derail you; you can actually become less productive than if you do everything yourself.



	We recreate externally the chaos we feel internally. To get greater clarity, we need to have the inner clarity, focus, drive, and the feeling of being centered. How do you   achieve that? For each of us, the answer will differ.  Studying  time management is one route; seeking out a therapist to help gain that inner calm is another; still other roads include reading, travel, introspection, meditating, or improving your environment so you gain inner peace.


	With life expectancy of 70, 80, 90, or even 100 or more years becoming a reality in the United States and many other countries around the world, thinking of life and time in stages and phases is more practical than ever before. More of us have one, two, three, or even more careers, sequentially and even at once. At what point is necessary to consider going back to school, or at least taking some online or in- person courses, so you keep up with the times and upgrade your skills? The skills of  short- and long-term planning that I  discuss  in  this  book  in  the  second chapter, “Goal Setting,” have become even more essential.


A note about this second edition: In addition to this new introduction, and some fine-tuning of concepts here and there throughout the book, I have added these completely new sections to the final chapter (“Summing Up”):
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·Six Time Management Lessons that I Learned From My First Boss and Mentor

·Ten Productivity Principles that May Give you a Competitive Edge

·Do You Have Five Minutes to Make a Change?
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I also updated the bibliography and expanded the resource section. Finally, in this more visual world, the look of the book has been redesigned to make it a faster and more effective read. Here are there, I added some illustrations to make for a more productive “read” of this new edition.

You can follow my tweets by going to www.twitter.com and putting in my twitter name, drjanyager. Please visit my main website: http://www.drjanyager.com. I post occasional original blogs to my website; you will also find free article and book excerpts there.

I welcome hearing from you through e-mail or letters with your time management success stories or your challenges. Although a personal reply cannot be guaranteed, thank you in advance for sharing.

THANK YOU

I’m very grateful that the insights I shared in the first edition of this book have been useful to so many readers throughout the United States and Canada and around the world as evidenced by Portuguese, Arabic, and Vietnamese editions; in preparation are Russian, Bulgarian, Spanish, complex Chinese, Marathi, and Korean translations as well as an Indian English language reprint edition. This second edition will continue to offer help to anyone who wants to get more done in less time

Beginning with the first all-day public time management seminar that I offered through Sacred Heart University in Fairfield, Connecticut in 1984, I want to thank all the men and women, boys, girls, teens, and college students who have attended my time management workshops over the years. I have also interviewed a wide range of workers

—males and females —in different age groups, and at varied levels at the companies, from CEOs, CFOs, vice presidents, and in a range of occupations and businesses, from real estate brokers, fundraisers, executives, writers, artists, students, to entrepreneurs, mutual fund managers, paralegals, editors, insurance agents, and others.

I also want to express my gratitude to everyone I interviewed or observed throughout the United States or during research trips to Australia, New Zealand, Germany, England, Abu Dhabi, Taipei, Prague, Madrid, Barcelona, France, Italy, India, Fiji, and Japan, among other places, or in phone interviews, or whom I surveyed or coached on time management and related issues. Whether you are named in this book or you wished to remain anonymous, thank you for your help.

Happy reading and enjoy the productivity makeover you are beginning! I applaud your decision to learn, or reinforce, techniques to help you to make sure that each second, each day, every month, and each year at work and in your personal time is time very well spent!
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—DR. JAN YAGER

www.drjanyager.com




INTRODUCTION TO FIRST EDITION



Each day is 24 hours long, which equals 1,440 minutes or 86,400 seconds. What did you accomplish with  those seconds, minutes,  or  hours today? Yesterday? Can you  even remember? If you can point to at least one thing you did, that’s a good start. If that one thing was something you absolutely had to do, that’s even better. But for many, the seconds, minutes, and hours are more of a blur, a frenzy of activity—responding to a phone call here, an e-mail there, or an unexpected request from a boss or coworker— without attaining the hoped-for results.

How much of your day did you spend in activities that were, in hindsight, a poor choice because those activities did not—and will not—move you or your career (or even your relationships) along as effectively as other activities that you may not have gotten to in time? Was it half your day? Ten percent? An hour or two? In today’s competitive, results-oriented workplace, even half an hour is thirty minutes too many—and yet how many of us are wasting far more time than that?

How will you spend your time tomorrow? Will you be as productive as you want to be, as you know you could be, or should be, if you just had the tools to manage your time more effectively?
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How to Use This Book

Before you turn to Day 1 of this time management program, I want to comment on the structure of this book. As you know, this is a 14-day plan, with each chapter representing another day in your self-improvement program. However, the idea of focusing on one chapter a day is only a suggestion. Read through each section at whatever pace is comfortable for you. You might prefer to jump around, focusing on those issues that are most pertinent and relevant for you. You may also choose to read the book straight through, like any other self-help or business book, and then go back, rereading it and completing the exercises and logs a chapter at a time or a section at a time.

Most important of all, this book is an interactive learning tool that depends on you to make it work. Of course you can still benefit from reading the book if you just read the prose, consider the concepts and the examples, and apply them to your own situation. But if you make the time to follow through on any of the activities in the book, including the suggested exercises at the end of each chapter, you will get even more out of the book

because you will be putting more into it. Congratulations on making time management a priority as you prepare to transform your career, your business, and your life. I wish you well and I welcome hearing about the improvements that you achieve!
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How I Researched and Wrote This Book

In addition to my experience as an author, consultant, and speaker, I have been teaching Crisis Intervention, Interpersonal Communications, and the Sociology of Health at the college level since the 1980s, most recently at the University of Connecticut. I therefore bring to this time management book a unique medical sociology perspective, which includes a heightened awareness of the connection between stress and increased time pressures—and how work productivity impacts on our health, our work, and our personal relationships.

I developed the original 14-day plan that is the foundation of Work Less, Do More from the time management coaching, speeches, and workshops that I have delivered over more than two decades to a variety of audiences, including executives, administrators, entrepreneurs, authors, sales professionals, consultants, speakers, copywriters, mental health supervisors, human resource managers, career advisors, management consultants, development directors, working and stay-at-home mothers, small business owners, fundraisers, freelancers, students, and others.

This is my third book on the topic of time management,2 and I’ve attempted to highlight what’s new in this area in addition to covering the basics. There are many time management challenges that have remained consistent over the years, such as the need to prioritize, set goals, get organized, and deal with obstacles to effective time management. But there is also a lot that has changed; for example, technology and an escalation in the pace of society, compounded by the competing demands of a more competitive workplace influenced by global conditions, and the shared goal of working men and women to have a more balanced life. The widespread use of e-mail and cell (mobile) phones is turning practically every job into a 24/7 responsibility. (Remember when it was just doctors and therapists who got called or beeped outside of typical office hours?) This availability has created time management issues that are much more dramatic and pressing than they were even ten years ago. Work Less, Do More: The 14- Day Productivity Makeover provides powerful techniques to counter these challenges, such as the ACTION! System for optimum productivity; WOO (window of opportunity); RRA (respond right away); OTD (out the door); guidelines for establishing “me,” “we,” and “us” time; and tips for dealing with a superior who lacks time management skills.


As  I  discuss  in  greater  detail  in  Day  10,  a  phenomenon  is  rising  that  I  call
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	[image: ] My fourth book on time management is 365 Daily Affirmations for Time Management (Hannacroix Creek Books, Inc., 2011).


distractionitis, the pulling away from your primary focus by other disparate demands that are usually low priorities especially through such behaviors as compulsively checking e-mail throughout the workday, even at five minute intervals, taking cell phone calls that interrupt meetings, and Internet surfing far removed from the original reason the search was initiated. The bombardment of 24/7 availability is making it harder and harder to concentrate and to stay focused for extended hours. Without help, stress levels are rising to life-threatening amounts. We all must take greater control of our time; dealing with distractionitis has to start now, and it has to come from within. This book will provide you with tools to accomplish that goal in the face of increasing time, work, relationship, and technological pressures.
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Author’s Note about Sources: Quotes in this book not attributed to a secondary source are based on original research conducted by the author in the form of either interviews or questionnaires, and are reprinted verbatim and, if necessary, excerpted. If minor editing was required for either sense or clarification, brackets indicate those additions or changes. If anonymity was requested, a fictitious first name has been provided; identifying details have also been changed to protect that anonymity. However, care was taken to preserve the integrity of each example. Secondary sources cited within the text have complete bibliographic entries in the Bibliography Including a List of Works Cited.
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DAY 1



Getting Started








[image: ]


“I don’t have enough time” is a common complaint heard in companies of all sizes, voiced by employees at all levels—from managers to administrative assistants, from vice presidents, lawyers, and professors to CFOs and CEOs. No type of company is exempt from this predicament, whether it’s a huge corporation with tens of thousands of employees, a smaller business with a couple hundred employees, or a home-based business with just one entrepreneur, consultant, or freelancer at the helm. As companies across the board downsize, fewer employees are being asked to accomplish more tasks in even less time. The Internet has turned practically every business into a global operation, often with expanded work hours because of the different time zones that need to be serviced.


Cell (mobile) phones, portable laptop (notebook) computers, e-mail, fax machines,


and handheld electronic devices (PDAs) also make it possible to do business from anywhere in the world, 24 hours a day. Therefore, in today’s 24/7 work world, learning how to self-regulate has become more important than ever before. Self-regulating means that even though you can work around the clock, you decide how much time you will devote to work, whether at the office, during your commute, or in your evening and weekend leisure hours. For example, while your boss might expect you to be available from 8 a.m. until 6 or even 7 p.m., you may draw the line at working at home every evening and on weekends except when it’s absolutely necessary. Or, if you have a specific deadline that needs to be met, you may choose to put in 18 hours a day for as long as it takes, knowing the end is in sight. (If, on the other hand, you find yourself working 18 hours a day, every day, without taking even a one-week annual vacation, take heart. You will find help in this book to amend your grueling schedule and still get a lot done.)

How Are You Currently Handling Your Time?

Consider how much of your workday you spend productively, as opposed to how much time you waste in low priority meetings that should not have been called in the first place, looking for something you misplaced, answering phone calls that could have been directed to someone else, or dealing with an insignificant project—when you could have been spending your time following up on a time-sensitive, hot lead for new work. According to a 2008 telephone survey conducted for me by CARAVAN® Opinion Research Corporation of 429 men and women who are employed full or part time, of those who think that something keeps them from getting their job done they noted that, on average, they waste almost 1 hour (50.3 minutes) at work, exclusive of lunch or commuting time.

Successful business executives, leaders, entrepreneurs, and student handle their time well; it is a trait that has helped them to flourish. They make choices about what to do, and when to do it, that accomplish their short- and long-term goals so that they finish what they start and meet their deadlines. Even more fundamental is that they have a way of figuring out what priority tasks to begin in the first place. If we add the adjective happy before successful, you will find that happy executives, leaders, entrepreneurs, and students tend not to be workaholics; work is part but not all of their lives. Their lives are balanced. They make time for the activities and relationships that matter to them in addition to the work that they need and, ideally, even want to do.

Yes, I have found that it is the successful business executives who take the time to send a quick e-mail or note or, if they are unable to personally do so, they at least delegate the task of getting back to others to staff members who will follow up on their behalf. They do not ignore someone because they “don’t have time.” They understand that connecting with an individual in a timely fashion, whether it is a potential business associate, client, customer, coworker, employee, or boss, is the cornerstone of a responsive and accomplished employee or business leader.
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How to Accomplish More in Less Time

Just what is this thing we call time management? Basically, time management is a systematic approach to the way you organize your work and free time so that you are in control of how you spend your time; time does not control you. Those who lack effective time management skills may, at the end of the workday, reflect back and wonder, “I was really busy today, but what did I actually accomplish?” They may also think or even blurt out, “Where does the time go?” Or, at the end of the weekend, they may be filled with regrets over the friends they did not find time to socialize with, the novels that remain unread, the day trips that got postponed yet again, the family time that didn’t seem to happen, the exercise plan that got short shrift, or the flowers that still need to be planted.

The effective time manager uses such proven techniques as prioritizing, long- and short-term goal setting, planning, organizing, setting realistic deadlines, and delegating to accomplish what has to be done right now as well as making sure future projects are conceptualized and planned for adequately.


When and how do you learn these helpful time management skills? There are some


who truly seem to be born organizers and natural time managers. They developed a knack for coordinating or organizing their school papers, books, and assignments early on, way back in elementary school. Certainly these natural organizers were showing their stuff by college or graduate school years. At work, they are systematic in how they respond to their boss’s requests, meet deadlines, keep track of where things are filed, and pace themselves appropriately. When they become the bosses, they set an example in these areas for their employees.

Perhaps you recognize yourself in this description. Perhaps even more disparate demands on your time, as well as juggling multiple projects and roles (worker, parent, student, community leader, or volunteer)—or even just trying to keep up with the changing time demands caused by the Internet or the ability to communicate 24/7 through a handheld device or a cell phone—have pushed you over the top lately, so that you now need help with how you manage your time.

There are others, and you may be in this group, who, until now, got by without being all that organized or systematic about how they spent their work or leisure time. Unfortunately, for a variety of reasons ranging from downsizing and staff cutbacks resulting in increased workloads to wanting to accomplish more without working longer hours, these workers now want to—need to—improve their time management skills. If you fall into this category, you would be wise to put the time and effort into enhancing your time management skills on your own before your boss requires you to attend a time management course.

Perhaps you have read one or two books on time management before, listened to a CD or tape on the topic, or have even attended a time management lecture or seminar. However, you want to take a refresher course, aware that having excellent time management skills and being well organized, able to multitask and to meet deadlines are traits that human resource managers and employers often emphasize as essential for a wide array of jobs. You are probably even judged by how well you handle your time in your periodic job performance review.

If you’re a freelancer, a small business owner, or an entrepreneur, you have learned the hard way that the more work you can generate and complete without sacrificing quality, the more likely you will be to succeed; for you, especially, time truly is money. Whatever your current job situation, you have therefore decided that taking stock of how you are handling your time and becoming more effective at time management are excellent uses of your time. This will help you as you read, ponder, and complete the

recommended exercises in Work Less, Do More.
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Effective Time Management: Understanding the Benefits

Now consider some of the concrete advantages and potential negative consequences of how you manage or mismanage your time. In this chapter you’ll discover the most obvious as well as the subtler benefits of improved time management skills. You will also consider the downside of mismanaged time. Some results, such as meeting deadlines, are obvious; others, such as missed opportunities or being passed over for a promotion, are just as real but less tangible. In this chapter you will have an opportunity to assess where your own time management skills are at right now. This will help you to chart the course of your self-improvement plan as well as to document your progress, reinforcing that the time you are putting into your 14-day productivity makeover is time very well spent indeed.

Although time management may not cut down on the volume of your work demands, it does offer useful strategies and techniques to help you get more done, in less time. By accomplishing more, you and your department, agency, or company are more likely to be viewed favorably as your career also advances further, and faster. A 32-year- old paralegal shared with me: “We recently had a transaction with close to 400 different properties involved and a month to organize and review files, draft two documents for each site, and have them available for execution at close. Through the miracle of prioritizing the task and timely postponement of [the] close for five days, we were able to get our documents prepared ahead of schedule.” Note that this time she was able to complete the task in a timely fashion because of a five-day extension; she might not be granted this grace period next time. Improving your time management skills will help you to meet and even beat deadlines rather than relying on someone else to grant you additional time.

Knowing that we could do things faster and better inspires us to improve our time management skills. For example, as a 31-year-old executive secretary noted, “I typically underestimate the amount of time in which something is going to get done, so I leave work feeling like I didn’t get anything accomplished.” A 59-year-old health care administrator shared with me that he would like to learn how to plan and prioritize at work more effectively so he could spend more time with his family. A 37-year-old married woman, who maintains two positions—as the CEO of an online information service and as a consultant working an additional 30 hours a week, a total of 65 hours each week—is on the verge of becoming a workaholic (if she isn’t one already). She notes: “[I] leave [work] at about 5 p.m. and come home and do more work after dinner and throughout the night.”


By becoming a more effective time manager, you will have more time for the leisure


activities and relationships that you enjoy, and your life will become more balanced.

In most jobs, time goes hand in hand with money as one of the most precious resources a company has. The more clients or customers you can service, the more money you will earn. The more efficiently you answer those e-mails, the sooner you will get to your other work, especially if those other pulls are more lucrative or creative. Generally, the more sales you can achieve, the faster you can complete projects, and the higher your income.

Yes, usually the early bird does indeed get the worm. By managing your time well, and being quick to respond to opportunities, you are more likely to get the job, land the deal, scoop up the new business, and set yourself apart from the more laggardly competition.
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What Are the Consequences of Poor Time Management?

What happens to those who do not handle their time well? A derailed career, being passed over for promotions, frustration, self-doubt, or even job termination are just some typical results. Here are some real life examples:
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·“I don’t schedule time for selling into every business day,” admits a 54-year-old speaker. However, making time to pitch his speaking skills to potential new clients could make a huge difference in how much income he generates right now and even over the next two years since booking a year or two years ahead is not unusual in his business.

·A 21-year-old college senior explains: “I procrastinated on a project that both did not interest me and presented a  big challenge to  me. I avoided  putting any serious work into it until the week it was to be completed. Had I been using my time effectively, I could have completed the project much sooner and gone on to other things.”

·A 37-year-old newsletter editor, who is married with two teenagers, responded when asked to name the number one consequence of her poor time management: “Lack of time for myself—to read, exercise, sleep.” (Much more dramatic examples of those who fail to make time for the sleep they need are those who fall asleep at the wheel, when driving to or from work, or even falling asleep when performing their job, leading to injuries or even fatalities if they operated machinery, drove a vehicle, or their thinking was impaired by exhaustion.)
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Poor Time Management Increases Your Stress Level

Here is another significant consequence of poor time management: stress. When you are

stressed, you have an increase in your heartbeat, respiration, or perspiration, and your blood sugar level also rises. Failing to leave enough time—to get to the train station, to complete a work or school project, to buy and mail a card or present for your best friend’s birthday—leads to additional stress. Researchers have  found that too much stress has health consequences: stress can make you feel exhausted; it can also cause severe headaches and heart irregularity. Some causes of stress, like a boss who is overly demanding or relationship problems, are complex and may not be solved overnight. But how effectively you spend your time is one potential cause of increased stress that you can control. For example, you can learn to get rid of your clutter, a major cause of disorder (and disorder is linked to higher stress levels).

Learning to pace yourself is another key time management technique that you can master. Poor pacing is tied to increased stress as well as to burnout, which occurs when your body and mind literally burn out, and you shut down and cannot function anymore. In Japan they have a term for it: karoshi, or death by overwork, when fatigue and chronic overwork lead to high blood pressure  and hardening of the arteries, which proves fatal. In his book Medical Sociology, William Cockerham notes that of the 98 karoshi victims he studied, typically middle-aged men from Tokyo, 22.4% had worked 50 to 59 hours per week, 32.7% had worked 70 to 99 hours weekly, and 21.4% had worked over 100 hours a week.

You certainly don’t want to be a victim of karoshi! Fortunately, by practicing effective time management techniques you can get more done in less time and with less stress, so you can avoid extreme exhaustion and the related physical or mental consequences of chronic overwork and stress.
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ON THE PLUS SIDE

[image: ][image: ]What are the benefits to improved time management in your particular job, school, or leisure-time activities? List the top benefits:

[image: ]ON THE NEGATIVE SIDE

[image: ][image: ][image: ]Use the space below to note the consequences of ineffective time management that have affected you:

Your Time Management Starting Point

Take this opportunity to gather more information about your current time management skills. Answer the questions in the accompanying quiz, “How Do You Currently Rate Your Time Management Skills?” This self-quiz, an edited version of the quiz that I’ve been offering at my website (drjanyager.com) and in my seminars for many years, will serve as a starting point on your time management excursion. If you know where you’re starting from, you’ll be better able to pinpoint where you need to go.
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HOW DO YOU CURRENTLY RATE YOUR TIME MANAGEMENT SKILLS?

	Do you make a conscientious effort to separate urgent matters from other demands?



Yes No Sometimes   



	Do you take the time to do enough background research and due diligence so you can make the best possible decisions?



Yes No Sometimes   



	Do you allocate  at least  one  hour each day  for  uninterrupted time  for  thinking, reading, planning, daydreaming, or creative work?



Yes No Sometimes   



	Do you spend sufficient time initiating, cultivating, and maintaining business and personal relationships?



Yes No Sometimes   



	Do you work hard to do your best, rather than measuring yourself by a standard of unattainable perfection?



Yes No Sometimes   



	Have you been on time every time in the last week for personal or business appointments?



Yes No  



	Do you take at least one week off from work each year and make sure your vacation is a memorable experience that offers you the chance to connect with yourself, your immediate or extended family, and/or your friends?



Yes No Sometimes   



	Do you regularly and carefully read through each and every professional or business publication or newsletter you subscribe to (print or online)?




Yes No Sometimes   



	Do you meet all your deadlines at work?



Yes No Sometimes_  



	Do you return all phone calls within 24 hours (or delegate to someone else the task of dealing with those phone calls that should not have been directed to you in the first place)?



Yes No Sometimes   



	Do you reply to urgent e-mails immediately and to all others within a reasonable period, usually within a day or two (unless you are away)?



Yes No Sometimes   



	Do you take the time to regularly update your database or some other organized system for work and/or personal contacts?



Yes No Sometimes   



	Are you usually pleased with how you handle sending or receiving holiday cards or gifts?



Yes No Sometimes   



	Do you have a five-year career plan?



Yes No I’m working on it   


	Are you working at a job or pursuing a career that satisfies you on at least one or all levels—professional, intellectual, creative and/or financial?



Yes No  



If you answered “yes” to all 15 questions, at least on these issues your time management skills are excellent. If you answered “no,” “I’m working on it,” or “sometimes” to one or more questions, you know the areas you can begin addressing to improve your time management skills.
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How Will You Measure Your Progress?

The good news is that help is readily available. You have now pinpointed your most pressing time management work challenges. Fortunately, you will find help in this book for the most common time management obstacles, and then some.

I always recommend to those who want to improve how they handle their time that they create a way of quantifying their progress. This will be different for each of us. A salesperson might measure her achievements in terms of dollars or number of units sold.

A vice president in charge of corporate communications for a major corporation might look at how many media interviews were handled and what reports were written and distributed. Some writers measure their time by how many pages they write each day; others focus on hours spent writing with less emphasis on the per-day page count. Someone who sells commercial real estate may measure his productivity by how many deals were brokered in  any one day.  There is  no right or wrong when it comes  to productivity measures; what counts is what guideposts are pivotal for you and your particular job.

Start now by taking the quiz titled “Measuring Your Time Management Improvements.” You may want to return to this quiz later on, since the standards by which you judge your time management improvements may change over time. As an example of how your standards may change, when you’re single and working at your first job out of school, you may be okay with working late every night and then getting together with your coworkers at a local restaurant or pub to discuss the day and to connect, rather than rushing home. But as you age, or as there are romantic partners or dependent children counting on you, you may want to get out of the office by 5:00 so you can return home to make dinner or help your children with their homework. You may even want to find a way to become so productive that your boss allows you to work from home one day a week. For that reason, when you take this quiz, remember to date it. Use pencil so it’s easier to erase and take the quiz again at a later date. Or make a photocopy of this blank page as a master version and put it aside, so you can retake this quiz when you want to. This is a good practice to follow for all the quizzes in this book.
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QUANTIFY YOUR PROGRESS

I always recommend to those who want to improve how they handle time that they create a way of quantifying their progress.
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MEASURING YOUR TIME MANAGEMENT IMPROVEMENTS

TODAY’S DATE:   

Select from the list below three benchmarks that you will use as proof that you are managing your time more effectively. Rank them in order from #1 to #3. If none of the below applies to you, you may add other options on the blank lines below, but limit yourself to three, since trying to achieve too many goals at once may overwhelm you.

Indicate whether your answers apply to work or school by marking those answers with a W or an S; if they apply to your leisure time or personal concerns, use a P for “personal.”

TIME MANAGEMENT BENCHMARKS

Leaving the office an hour earlier than usual, but getting as much work done.

Leaving the office by 5 p.m., but getting even more work done in fewer hours.

Not taking work home anymore.

Not working on weekends.

Increasing my company’s revenue by [amount] by

[specific date].

Increasing the number of clients I work with so that I have [amount] more by  [specific date].

Feeling about my work [fill in a positive adjective such as happy, joyful, enthusiastic, inspired, proud, etc.].

Spending more time with my family. (If possible, pick a specific amount of time such as  hours daily or  hours on the weekend.)

Taking [amount of time] each week to exercise.

Planning and taking a vacation this year.

Attending a trade show in [month and year].

Spending [amount of time] on my paperwork.

Having a clear desktop times a week.

Meeting every deadline for every project or assignment.

Taking more time to connect with my friends.

Making the time to date (if you are looking for a romantic partner) or spending more time with my partner.

(Write your own)    (Write your own)    

Review the three top ways you will measure your progress in your work (or school) and personal life. Now write those goals down in the space below. This process will offer you concrete evidence of your accomplishments because you will see the before and after: the written personal or professional goal and the achievement of it.
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WORK TIME MEASUREMENT(S)

TODAY’S DATE:   


	I will   


	I will   


	I will  


SCHOOL TIME MEASUREMENT(S)

TODAY’S DATE:   

	I will   


	I will   


	I will   


PERSONAL TIME MEASUREMENT(S)

TODAY’S DATE:   

	I will   


	I will   


	I will.   
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Assessing Your Current Time Management Behavior: Keeping a Time Log

Now we get to another activity for you to participate in, but this one will have amazing immediate and far-reaching benefits! Time, most will agree, can be a very amorphous thing. Unless you’re one of those rare individuals who instinctively tracks what he or she is doing every single minute of the day, you may find a lot of your time unaccounted for, or you may look back on your day and you’re in a bit of a fog about what you did when, why, or where. The time log technique will help you pinpoint both where your biggest wastes of time are occurring and when you’re experiencing your personal energy highs and lows. Yes, there really are such things as morning and night people. If you learn what type you are, you can work with that information to achieve more in less time and feel even more energized doing it.

If possible, I like to give out time logs in advance of a seminar so participants arrive armed with this information. Filling out a time log works best if you keep the log handy and fill it out throughout the day and evening, rather than trying to compile it in hindsight or retrospectively. Fill in a time log for today. Note what kind of day it is: work/school or leisure. Write down everything you do, including starting and stopping points, from the time you wake up. This may include getting ready for work (or school), commuting,   attending   meetings,   eating   meals,   traveling   to   appointments,   and
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completing morning and afternoon tasks. Be sure to record when you leave work, what you do in the evening, and when you go to sleep. Make and work on a photocopy so you can use the original again later on. Since you’ll be asked to keep a separate telephone log, in this basic time log just write down if you receive or place a telephone call, and how long the call lasts. The details of those calls will be recorded in the telephone logs that follow.

Just by filling out a detailed time log, you’ll be giving yourself a good head start on improving your time management skills. You will be documenting what you are doing with your time. Keeping, and reviewing, your
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	[image: ][image: ][image: ][image: ][image: ] You may prefer to log only those calls you receive at work here and to address calls received at home on another day, if at all.
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	[image: ] You may prefer to log only those calls you receive at work here, and to address calls received at home on another day, if at all.
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	[image: ][image: ]List one negative consequence you experienced professionally or personally in the last month due to poor (or less than ideal) time management.
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	Think of someone you know who’s an excellent manager of time. What does that role model do that makes you say that? Write down that individual’s exemplary time management traits. Keep this role model in mind as you work on improving your own time management behavior. How would that person answer the phone? When you speak, how long is your typical conversation?


	[image: ]Reflect on what you learned in Day 1. What is the most important idea that you learned that you will immediately apply to your time management challenges? Write down that idea:
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