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Session Opener

“The most efficient
way (o live

reasonably is every

morning to make a

- plan of one s day and
every night 1o

examine the resulls
obtained,”
Alexis Carrel
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EffectiveTime
Management Techniqui®




Time'Management Issues: List the Key:-Time\Vastes In
your company/dept

AShifting priorities and crisis management

AThe telephone

ALack of priorities/objectives

AAttempting too much

ADrop in visitors

Alneffective delegation

AThe cluttered desk

AProcrastination

AThe inability to say " n
AMeetings
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PRIORITIZING TOOLS

ASchedule of activities and their bottom-line
impact: have a to do list

AABC Technique

ASort out your priorities based on Urgency and
Importance at the planning stage

AApply the 80/20 (Pareto) Principle
AManage Procrastination



Time Management Matrix

Urgent Not urgent

Important

Not important



Time Matrix

Urgent Not urgent

Crises
A Pressing Problems

A Deadline Driven Project
,meetings, preparations

Important

Not important



Time Matrix

Urgent Not urgent

Preparation
A Prevention
A Values Clarification

f A Planning

k' A Relationship Building
A True re-creation

A Empowerment

Important

Not important



Time Matrix

Urgent Not urgent

Important
T I

Interruptions, some phone
calls
A Some mail, some reports

A Some meetings

A Many proximate, pressing
matters

A Many popular activities

Not important



Time Matrix

Urgent Not urgent

Important

© Trivia, busywork
A Some phone calls
A Time Wasters

AOEscaped a
YA Irrelevant mail
A Excessive TV

Not important

© 1994 Covey Leadership Center, Inc.
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OVERCOMING
PROCRASTINATION

ASMART Objectives

ARewards

A Start small, aim big
AMake time each day

ADo not tolerate distractions

AdTo do€ List



USE PLANNING TOOLS?

1. Timelog

2. Deskplanner
3. Daily-to-do list
4.  Calendars

5. Goals and objectives list



Time Log

Time Penod {What Happened|Who was Involved {Whiat was the outcome

0800 - 0830
0830 - 0900
0900 - 0930
0930 - 1000
1030 - 1100
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any project, it will save you TIME and related
STRESS




