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Effective Time 
Management Techniques



Time Management Issues: List the Key Time Wastes in 
your company/dept 

ÅShifting priorities and crisis management 

ÅThe telephone 

ÅLack of priorities/objectives 

ÅAttempting too much 

ÅDrop in visitors 

ÅIneffective delegation  

ÅThe cluttered desk 

ÅProcrastination 

ÅThe inability to say "no!ò

ÅMeetings 



IN
MAYBE IN NOT IN

NOT QUITE

OUT

WHATEVER!

OUT



PRIORITIZING TOOLS

ÅSchedule of activities and their bottom-line 

impact: have a to do list

ÅABC  Technique 

ÅSort out your priorities based on Urgency and 

Importance at the planning stage 

ÅApply the 80/20 (Pareto) Principle

ÅManage Procrastination



Time Management Matrix

III IV

III

Urgent Not urgent



Time Matrix

III IV

II
ÅCrises

ÅPressing Problems

ÅDeadline Driven Project

,meetings, preparations

Urgent Not urgent



Time Matrix

III IV

Urgent Not urgent

ÅPreparation

ÅPrevention 

ÅValues Clarification

ÅPlanning

ÅRelationship Building

ÅTrue re-creation

ÅEmpowerment

ÅCrises

ÅPressing Problems

ÅDeadline Driven Projects,

meetings, preparations



Time Matrix

IV

Urgent Not urgent

ÅInterruptions, some phone 

calls

ÅSome mail, some reports

ÅSome meetings

ÅMany proximate, pressing

matters

ÅMany popular activities

ÅCrises

ÅPressing Problems

ÅDeadline Driven Projects,

meetings, preparations

ÅPreparation

ÅPrevention 

ÅValues Clarification

ÅPlanning

ÅRelationship Building

ÅTrue re-creation

ÅEmpowerment



Time Matrix

Urgent Not urgent

ÅTrivia, busywork

ÅSome phone calls

ÅTime Wasters

ÅòEscapeó activities

Å Irrelevant mail

ÅExcessive TV
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ÅCrises

ÅPressing Problems

ÅDeadline Driven Projects,

meetings, preparations

ÅPreparation

ÅPrevention 

ÅValues Clarification

ÅPlanning

ÅRelationship Building

ÅTrue re-creation

ÅEmpowerment

ÅInterruptions, some phone 

calls

ÅSome mail, some reports

ÅSome meetings

ÅMany proximate, pressing

matters

ÅMany popular activities





OVERCOMING 

PROCRASTINATION

ÅSMART Objectives

ÅRewards

ÅStart small, aim big

ÅMake time each day

ÅDo not tolerate distractions

ÅάTo doέList



USE PLANNING TOOLS?

1. Time log

2.    Desk planner

3.   Daily-to-do list

4. Calendars

5. Goals and objectives list



Time Log

Time Period What Happened Who was Involved What was the outcome

0800 - 0830

0830 - 0900

0900 - 0930

0930 - 1000

1030 - 1100



òensure you have sufficient resources before starting 

any project, it will save you TIME and related 

STRESSó


