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Preface





Why do some people manage their time so effortlessly, while others are always behind? How can you stay on top of deadlines when obstacles crop up right and left? Is there a trick to moving ahead on long-term goals at the same time that you are dealing with your boss’s last-minute requests?


In this book, we distill the wisdom of some of the best minds in the field of time management to help you make use of your time more effectively and achieve your long-term goals. The language is simple and the design colorful to make the information easy to grasp.



Quizzes help you assess your knowledge of time management. Case files show how people have addressed their own time-management problems. Sidebars give you a big-picture look at managing time effectively and highlight innovative, out-of-the-box solutions worth considering. Quotes from business leaders and expert time managers will motivate you as you try to make every minute of the day count. Finally, in case you want to dig deeper into time-management issues and other challenges of the workplace, we recommend some of the most important business books available. The authors of these books both influence and reflect today’s thinking about managing time and related management issues. Understanding the ideas they cover will inspire you as a manager.


Even if you don’t dip into these volumes, the knowledge you gain from studying the pages of this book will equip you to manage your time more effectively every day—to help you make a difference to your company and in the lives of the people who support you.


THE EDITORS














PRIORITIZE YOUR TIME







“Time is the scarcest resource of the manager; if it is not managed, nothing else can be managed.”


—Peter Drucker, management guru and author
 (1909–2005)





The 86,400 seconds in a day may sound like a lot, but they go fast. No matter how quickly time seems to fly by for you, even the most skilled time manager’s hours, minutes, and seconds tick by at exactly the same rate.





Self-Assessment Quiz




HOW DO YOU PERCEIVE TIME?


Read each of the following statements and indicate whether you agree, somewhat agree, or disagree. Then check your score and study the analysis at the end.




	Most of the things I do all day at work are mechanical and not personally gratifying.
 • Agree
 • Somewhat agree
 • Disagree


	Most of the things I do all day are important to my employer but not to me.
 • Agree
 • Somewhat agree
 • Disagree


	Most of the things I do all day are routine, and my employer doesn’t really benefit from them either.
 • Agree
 • Somewhat agree
 • Disagree


	At home, most of the things I do are routine and don’t really benefit me or anybody else.
 • Agree
 • Somewhat agree
 • Disagree


	At home, most of the things I do are important to other people but not to me.
 • Agree
 • Somewhat agree
 • Disagree


	At home, most of the things I do are mechanical and not personally gratifying.
 • Agree
 • Somewhat agree
 • Disagree


	My priorities are set by others at work.
 
• Agree
 • Somewhat agree
 • Disagree



	My priorities are set by others at home.
 
• Agree
 • Somewhat agree
 • Disagree


	If I had the choice, I would use my professional time much differently.
 • Agree
 • Somewhat agree
 • Disagree


	If I had the choice, I would use my personal time much differently.
 • Agree
 • Somewhat agree
 • Disagree



SCORING



Give yourself 3 points for every question you answered “Agree,” 2 points for every question you answered “Somewhat agree,” and 1 point for every question you answered “Disagree.”







ANALYSIS






	
23–30

	
You see yourself as a victim who has been robbed of control over your time. You don’t feel empowered to set your own priorities or to determine how your time is used. As a result, much, if not most, of your time feels wasted.



	
17–22

	
You might be ambivalent about the demands on your time. You accept the fact that life is about compromise and have compromised yours out of necessity and apathy.



	
10–16

	
You have a healthy outlook on how to use time and keep your priorities straight. In your life, you maintain a healthy balance between work and play.







Some people seem to get so much more done. It’s not because they have more time, however, it’s because of their skill at time management. Managing your time will positively affect your daily output, your career and financial goals, and, ultimately, your success.




Behind the Numbers



THE WASTED HOUR


A manager earning $75,000 per year who squanders just one hour a day due to lack of organization costs an employer some $9,000 per year. Using the same formula, here’s what other comparable time-wasters cost their companies:





	
Salary
	

Lost annual profit



	
$45,000

	
$5,625



	
$55,000

	
$6,874



	
$65,000

	
$8,125



	
$85,000

	
$10,625



	
$95,000

	
$11,875



	
$105,000

	
$13,125



	
$200,000

	
$25,000




If all of these managers worked for the same firm, they would drain $81,294 from the company’s bottom line each year.


 


SOURCE: The Organized Executive by Stephanie Winston (Warner Books, 2001).





“Time is the substance of our lives,” writes Alexandra Stoddard in her book, Time Alive. She explains that we don’t create time in our lives but instead “create our lives in time.” But people too often feel that, in their personal and professional lives, time is running them. They feel they only have time for one life—personal or professional—but not both. The difference in giving your time more meaning or making it more productive is not found in trying to speed up or slow down your days. It is what you choose to do within the time frames that constrain us all that makes the difference. Are you taking advantage of the time that’s available to you?




“One cannot even think of managing one’s time unless one first knows where it goes.”


—Peter Drucker




Some people seem to have been born with a natural understanding of time management. Fortunately for the rest of us, it’s a skill that can be learned and developed. Leading organization expert and best-selling author Stephanie Winston claims that senior executives and CEOs seem to possess unique time management and organization skills that enable them to dramatically increase their productivity. Indeed, people who are good at managing their time have strong skills in several key areas. They have a clear vision of their big-picture goals at work and in life—long-term, yearly, monthly, weekly, and daily goals. They are skillful at breaking these goals down into smaller units, and they know how to translate these small units into action-oriented to-do lists filled with tasks. Finally, they understand that achieving long-and medium-range goals means crossing off every task they can on their to-do list, every day.





The BIG Picture



PRIORITIES IN GOAL SETTING


Michael Gerber, the best-selling business author, explains that professional priorities are an essential element of a successful business. He believes that managers should set appropriate goals and then specifically choose to spend time on productive tasks that will help achieve those goals.


His bottom line: Don’t waste time on things that don’t bring more life to your business.


 


SOURCE: The E-Myth Revisited by Michael E. Gerber (Collins, 2005).





Ultimately, how well you manage time boils down to your level of personal motivation. How willing are you to learn from the mistakes you’ve made about using time in the past? How willing are you to go after the things you know are important to do for the future? Most people know what needs to be done; they even know how to do it. They just don’t have their priorities straight at the moment they make decisions about how to spend their time. Being more efficient in the present will help you achieve the future of your dreams. First, however, you need to motivate yourself to change some of your thinking and your habits.




POWER POINTS



THE ELEMENTS OF GOAL MANAGEMENT


Managing your time is predicated on setting and accomplishing your goals. These are the three elements of goal management:



	Long-term goals– These are the purposes toward which you direct your efforts. Typically, long-term goals are completed in a year or more.


	Objectives– These are the steps needed to achieve a long-term goal. Objectives are typically completed in a month or more.


	Tasks– These are the series of daily and weekly actions required to meet your objectives.






MANAGING TIME AND GOALS


In one sense, time management is about managing your goals. If you know what you want to achieve in the future, you can figure out how to use your time in order to get there. To help you get the right things done—that is, get where you want to go at work and in life—it’s important to line up your daily actions and your long-term goals. Thus, the first step is setting the right long-term goals and then making sure your objectives and daily actions support those goals.


Goals


A goal is a purpose toward which you direct your endeavors. For example, your goal could be to increase your company’s sales revenue by 15 percent. A soccer team’s goal might be to win the annual championship. Another goal might be to earn an MBA degree.


There’s an art to setting goals. The most effective goals are specific and measurable and should be motivating. If a goal is too vague—for example, the resolution to make your firm the “best company in the world”—you will not be able to monitor your progress toward that goal, or even know whether or not you have achieved it. Does the “best company in the world” mean “greater sales than any other” or “a greater return on sales than any other company”? Does it mean that your employee retention rate is the highest of the firms in your field? If the goal you articulate can’t be measured, take another stab at defining it.


An effective goal is also ambitious but not impossible to achieve. For instance, a goal of earning an MBA within 6 months is not realistic; getting the degree within 2 or 3 years is reasonable. Assigning a reasonable amount of time for the completion of your goals is essential. Only if you’ve established a clear and realistic deadline will you be able to determine how to best accomplish that goal. How you define a long-term goal is, to some degree, up to you: Is it a goal you want to achieve in 5 years, 1 year, 6 months, or 3 months?




Dos & Don’ts [image: image]

 

KEEPING YOURSELF MOTIVATED


It’s important to keep your energy and motivation high when you’re trying to improve your time-management skills. To avoid losing momentum, consider the following:



	Do write down your goals and post them in a prominent spot where you’ll see them regularly.


	Do remember what you ultimately hope to achieve. Keep your eye on the prize, so to speak.


	Don’t forget why you’re doing what you’re doing.


	Do work with a teammate who will keep you honest about your progress—and compliment you on your efforts.


	Do celebrate and reward yourself when objectives are met and goals are accomplished.







Regardless of what that time frame is, strong time managers break down their long-term goals into objectives. If your long-term goal is to finish a particularly complex project within a year, for example, your objectives will state what you need to do in the next month, 3 months, 6 months, and so on to meet your long-term goal.




POWER POINTS



THE BASICS OF GOALS


A goal is a purpose toward which you direct your endeavors.



	Goals should be specific and measurable.


	Effective goals are ambitious but not impossible to achieve.


	Assigning a reasonable amount of time to complete your goal is essential.


	To successfully achieve your goals, break them down into objectives and tasks.






To move toward achieving these objectives, effective time managers break these objectives down further into tasks—things that you need to do in the short term—within the week, the day, or the hour. This process of dividing a long-term goal into smaller segments is also known as chunking. Look at a goal as you would a big bar of chocolate. It’s just not possible to stuff the whole thing in your mouth at once, even if that’s your first impulse. So you break it into pieces: First, you divide it in halves or quarters, and then you break apart the individual squares. Most people eat the chocolate bar a square at a time—and it doesn’t take long for the whole bar to disappear.




Outside the Box



THE BEST TIME


Some times are better than others for certain tasks. When the sun comes up, so does your blood pressure. With higher blood pressure, you’re good to rise and shine. Your temperature goes up as well, and your metabolism gets ready for work as you do. At midday, your liver enzymes spring to action, ready to





































	Failing to reach objectives jeopardizes the long-term goal.


	Reaching objectives builds confidence.


	Completing objectives on time keeps goal achievement on schedule.





































	Tasks are critical to achieving long-term goals.


	Tasks can be accomplished in a few minutes, hours, or days.


	Tasks must be taken as seriously as your larger objectives and goals.


	Tasks that seem intimidating should be broken down into smaller action items.




































 






	Do ask yourself the basics: Who, What, When, Where, Why and How.


	Do make lists and stick to them. According to experts, lists are one of the most effective time management tools.


	Do allow yourself more time than you think you need to perform necessary tasks.


	Don’t let distraction sabotage your list of tasks.


	Don’t forget to factor in time sinks like e-mail and returning phone calls.


	Don’t fall into time traps like private net surfing or excessive chatting with coworkers.













 







	Constant last-minute pleas to begin or finish projects


	Exhausted staff members


	Harried and harassed bosses


































	Updating a list on a computer is faster than rewriting a list on paper.


	Knowing where your list is saves you the time of searching for it.


	Storing old lists digitally allows you to refer back to them if needed.


	Setting up e-mailer reminders—a feature of many programs—alerts you when something is due.


	Sharing lists with others is easy to do when lists are created and stored digitally.











 






	Do write things down.


	Don’t try to rely on memory alone to remember important notes. Write them down on a piece of paper, which can always be referred to down the line.


	Do list your tasks in order of priority. Complete the most urgent tasks first and then get to other pertinent but less important tasks.


	Do use your list as a reference when confronted with new tasks. You will have a good idea of exactly how much time you can dedicate to these assignments.


	Don’t get bogged down by a seemingly endless list.


	Do make schedules using software programs such as Microsoft Office, which will send you an e-mail to gently remind you of an impending deadline.


	Do have a particular place where you keep your list so that it is easy for you and others to refer to it.


	Don’t forget to remove tasks that have been completed from your list so they do not clutter the list of what still needs to be done.
























	Prioritizing what is most urgent, second most urgent, and so on


	Showing other people what you’re doing and how your time is spent


	Keeping you focused on the important tasks


	Providing a visual reminder of your long-term goals




































	Arrange tasks in order of their importance and urgency.


	Rewrite your list as priorities change or fluctuate.


	Tackle your list by completing the first item on it, then moving on to the next one.


	Clean up and rewrite your to-do list every day before you leave the office.


	Take an upbeat attitude toward your tasks so that each one seems worthy of your time.














































































































	Financial concerns, both personal and professional


	Deadline priorities that change when you’re not looking


	Issues with coworkers or subordinates at work


	Other projects that pop up


	Commitments inspired by obligation or a desire to avoid conflict






















 






	Do tackle the hardest items in your to-do list first each day.


	Do multitask when necessary to stay current with your tasks.


	Do adjust priorities as necessary.


	Don’t allow the tasks you don’t complete to accumulate.


	Don’t procrastinate; focus on how good it feels to accomplish tasks and dig in.


	Do invest energy and enthusiasm in your tasks when executing them.


	Do make a pact with yourself to follow through on your to-do list.
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