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Getting
Started

The practice of time management
requires focus and conscious planning
to help win back control of your busy

day, and conquer financial goals.



= Overcome procrastination quickly
and easily

Workshop \O,_ = Handle unexpected barriers and

distractions

Objectives 4 :

Delegate more efficiently

= Plan meetings more appropriately
and effectively
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MODULE TWO

Discovering Your Productivity

Rhythm

Discovering your personal productivity rhythm has a
powerful effect on how you can maximize your daily
workload, and improve your overall time management.




b

Know Your Energy

Energy levels fluctuate throughout the span of a
work day.

It is highly beneficial to prioritize your tasks
based on these energy levels.



Work-Life
Balance

The most productive
individuals are those
who are well-balanced.




Taking Regular Breaks

Practicing good time management does not
mean that you are endlessly working around
the clock to meet a deadline.




The
Multitasking
Myth

Multitasking is the act of
carrying out two or more
tasks simultaneously.




Time Batching

Time batching is a great productivity system to
improve focus and build structure into your
daily tasks.




= Know Your Energy

= Work-Life Balance

Practical

= Taking Regular Breaks

IIIUStratlon = The Multitasking Myth

= Time Batching




Module Two: Review Questions

1. What does your productivity rhythm measure?




Module Two: Review Questions

2. Energy levels fluctuate throughout the span of a workday.




Module Two: Review Questions

3. Why is it important to determine your peak performance

times?




Module Two: Review Questions

4. What does it mean to have a good work-life balance?




Module Two: Review Questions

5. What is time batching?




Module Two: Review Questions

6. Who will benefit from time batching?




Module Two: Review Questions

7. Practicing good time management means you are

endlessly working around the clock.




Module Two: Review Questions

8. How are the most effective breaks spent?




Module Two: Review Questions

9. What is multitasking?

| ] |




Module Two: Review Questions

10. What is often the outcome of multitasking?
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MODULE THREE

Managing Time with Goals

By envisioning a prosperous future with specific goals in
mind, you will be able to increase the efficiency of your
time used to get there.




SMART Goals

Achievable

Timed




Visualizing
Your Goals

Visualizing your goal will
help you create the
desire to materialize it
into your life.




Personal

Positive

Possible

Prioritized




\ Py’
a3 { /
4 M S s
7y, v &) .
ke e : . 14 30 S i R 3
v W/ ; PN N TS - i L
2 ¥ { “ . & N 1 o B e ]
: = 3 ¢ " < W RS ok 3 A /s
® ¢ Tty /. . RN, ol GaAR e o

; ; j e SR v

¥ 0 LTV Y . . . 44 w
U daeadss " P Sy iy e T Py st G
. L 5 P tf ,...-41‘ i
o b ARRERGE % q@{rﬁ‘ﬂ““' s 4
| 2.4
) ¢ ',| ) & & x
v / 48 e X "
> L5 OB :
A5, MG o P i ¢ " o
3 N . e !
Y y W

- vm,(x,dt-; “ r,:‘;

Productivity
Journal

A productivity journal is
a valuable tool to assist
you in conquering your
goals.




Maximizing the Power of
Your Productivity Journal

Crossing off completed tasks will give your
subconscious mind a tremendous amount of
satisfaction.




SMART Goals

= Visualizing Your Goals

PraCticaI \O/_ = The 4 P’s

I"UStratiOn ‘= = Creating Your Productivity Journal

= Maximizing the Power of Your
Productivity Journal




Module Three: Review Questions

1. Which is not one of the four Ps of goal setting?




Module Three: Review Questions

2. In the SMART acronym, what does the T stand for?




Module Three: Review Questions

3. When prioritizing your goals it is better to focus on

several goals at once.




Module Three: Review Questions

4. In the SMART acronym what does the M stand for?




Module Three: Review Questions

5. In which area of your life can you use goal setting?




Module Three: Review Questions

6. You can use goal setting in many areas of your life

including financial, physical and spiritual.




Module Three: Review Questions

7. Which of these is crucial for goal achievement?




Module Three: Review Questions

8. When prioritizing, which goal should you choose?




Module Three: Review Questions

9. What is one of the best visualization tools?




Module Three: Review Questions

10. It is best to keep a separate journal for work and for

your personal life.
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What is important is seldom urgent and what is urgent is
seldom important.

Dwight D. Eisenhower



MODULE FOUR

Prioritizing Your Time

Time management is about more than just managing our
time; it is about managing ourselves, in relation to time.




The 80/20 Rule

The 80/20 rule, also known as Pareto’s Principle,
states that 80% of your results come from only
20% of your actions.




The Urgent/

Important
Matrix

Urgent and Important

Important, But Not
Urgent

Urgent, But Not
Important

Not Urgent and Not
Important




Being Assertive

The ability to say no is a powerful time
management tool.

At times, requests from others may be
important and need immediate attention.




Chunk,
Block and
Tackle

Large projects can
sometimes be so
overwhelming it is
difficult to plan to start
them.




Ready, Fire, Aim!

e Ready! Do not over-plan each of your
actions.

e Fire! Remember the 80/20 rule and just take
action.

e Aim! Make new plans based on new
information.




= The 80/20 Rule

. = The Urgent/Important Matrix
Practical

= Being Assertive

lllustration

= Chunk, Block and Tackle

= Ready, Fire, Aim!




Module Four: Review Questions

1. The 80/20 rule states that 80% of your

from only 20% of your




Module Four: Review Questions

2. A deadline to complete a report due next month can be considered

urgent and important on the urgent/important matrix.




Module Four: Review Questions

3. Where would having lunch with a coworker fall on the

urgent/important matrix?




Module Four: Review Questions

4. A great tool in being more assertive is to use a

no when interrupted.




Module Four: Review Questions

5. Which of these is the best description of what time

management is about?




Module Four: Review Questions

6. What is the 80/20 rule also known as?




Module Four: Review Questions

7. What activities demand immediate attention, but are often

associated with someone else’s goals rather than our own?




Module Four: Review Questions

8. What is a powerful way of organizing tasks based on

priorities?




Module Four: Review Questions

9. Which of these is not an example of a Positive No?




Module Four: Review Questions

10. What is the Positive No most appropriate for?
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MODULE FIVE

Tackling Procrastination

The ability to overcome procrastination and tackle the
important actions that have the biggest positive impact in
your life is a hallmark of the most successful people out
there.




Why We Procrastinate

e Don’t know where to begin
e Task feels overwhelming

e No passion for doing the work




Overcoming
Procrastination

Delete it
Delegate
Do it now

Ask for advice




Eat That Frog!

“Eat a live frog first thing in the morning and
nothing worse will happen to you the rest of the
day.”




S.T.I.LN.G

Procrastination may be
the result of feeling
overwhelmed.




Dealing With
Workplace Distractions




= Why We Procrastinate

= Overcoming Procrastination

PraCticaI \O/_ = Eat That Frog!

lllustration ‘s » STIN.G

= Dealing With Workplace
Distractions




Module Five: Review Questions

1. Which item is a reason we generally procrastinate?




Module Five: Review Questions

2. What habit will help you overcome procrastination?




Module Five: Review Questions

3. In the “Eat That Frog” analogy, what does the frog

represent?




Module Five: Review Questions

4. What is the definition of procrastination?




Module Five: Review Questions

5. Which of these is not a reason for procrastination?




Module Five: Review Questions

6. Which way to overcome procrastination can be defined as “help from a trusted

mentor, supervisor, coach, or expert can give you some great insight on where to
start and the steps for completing a project”?




Module Five: Review Questions

7. The acronym S.T.I.N.G can help when feeling

overwhelmed; what does the G stand for?




Module Five: Review Questions

8. To reduce the temptation of procrastination, each actionable step on a project

should take no more than how many minutes to complete?




Module Five: Review Questions

9. What does the saying "If you have to eat two frogs, eat

the ugliest one first!" mean?




Module Five: Review Questions

10. Which of the following is a common workplace

distraction?




The only t/ﬁ/ng even in this world is the number of hours in a
day. The difference in winning or losing is what you do with
those hours.

e

]

Woody Hayes



MODULE SIX

Organizing Your Workspace

In order to effectively manage your time and to be
productive each day, you must create an appropriate
environment.




De-Clutter

Working files

~N

Reference files

\

J

Archival files

~N




Managing
Workflow

e Do
e Delete
e Defer

e Delegate




/

Organizing Office
Supplies

The most efficient work spaces are those that
have office supplies stocked and available at all
times.




Dealing
With Email

A cluttered inbox can
become overwhelming, as
well as frustrating.




Using Calendars

Calendars allow you to design your day, and
dedicate your time to important assignments.




= De-Clutter

= Managing Workflow

Practical S |
= QOrganizing Office Supplies

lllustration

= Dealing With Email

= Using Calendars




Module Six: Review Questions

1. Which is not a part of a basic filling system?




Module Six: Review Questions

2. In managing workflow what are the four Ds?




Module Six: Review Questions

3. One of the best ways to deal with email is to set up rules

to filter emails to certain folders.




Module Six: Review Questions

4. Which of the following is a great tool for organizing office

supplies?




Module Six: Review Questions

5. Which of these does not help to create an effective work

space?




Module Six: Review Questions

6. What types of files are used for materials that are used

frequently and needed close at hand?




Module Six: Review Questions

7. A calendar is not beneficial if it is electronic.




Module Six: Review Questions

8. If a task is not yours to do, how should you respond?




Module Six: Review Questions

9. Which of these is good advice for maximizing your e-mail

time?




Module Six: Review Questions

10. For people with multiple responsibilities, what type of

calendar might be especially valuable?
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MODULE SEVEN

Delegating Made Easy

Everyone needs help and support, and there is no shame in
accepting your limitations and asking for assistance.




When to Delegate

Delegation is a win-win situation for all involved,
but only when done correctly.




To Whom
Should You
Delegate?

e What training or
assistance might they
need?

e Do you have the time
and resources to
provide any training
needed?




ow Should You
elegate?

Delegate initiates action

Delegate acts

Delegate recommends what should be done

Delegate asks what to do

Delegate waits to be told what to do




Keeping
Control

The delegate must be
made aware of relevant
information in order to
successfully execute the
task.




The Importance of Full
Acceptance

Set aside enough time to thoroughly review any
delegated work that was delivered to you.




= When to Delegate

To Whom Should You Delegate?

lllustration 4

= How Should You Delegate?

Practical N
Q_

= Keeping Control

= The Importance of Full Acceptance




Module Seven: Review Questions

1. You should keep this in mind when deciding if a task

should be delegated:




Module Seven: Review Questions

2. When considering delegating a task, what criteria should

you consider?




Module Seven: Review Questions

3. What is the first level of the Spheres of Independence?




Module Seven: Review Questions

4. Micro-managing is one of the best ways to keep control

and stay updated.




Module Seven: Review Questions

5. Which of these statements about delegation is true?




Module Seven: Review Questions

6. Which of these tasks should not be delegated to others?




Module Seven: Review Questions

7. What is not something that you need to explain to a

delegate?




Module Seven: Review Questions

8. What is one way to encourage growth in a delegate?

| | |




Module Seven: Review Questions

9. What is good advice when overseeing and approving

delegates’ work?




Module Seven: Review Questions

10. When good work is returned to you, what should you

do?







MODULE EIGHT

Setting a Ritual

Rituals are powerful in motivating, disciplining, and
providing focus for individuals.




What is a Ritual?

e |dentify the Task.
e |dentify the Time and/or Trigger.

e |dentify the Sub-Tasks.




Morning
Rituals

Eating a nutritious
breakfast

Morning meditation
Exercise

Reading




Nightly Rituals

e Light reading
e Meditation
e Journaling

e Taking a warm bath




Example
Rituals

Rituals are powerful in
conquering recurrent
challenges throughout
the day, and managing
time.




Using Rituals to
Maximize Time

e During a break at work or at home, read for
ten minutes.

e Take one minute to do some deep breathing
and stretches.




= \What is a Ritual?

= Morning Rituals

. = Nightly Rituals
lllustration 4"

Practical N
Q_

= Example Rituals

= Using Rituals to Maximize Time




Module Eight: Review Questions

1. Which step is not a part of building a good ritual?




Module Eight: Review Questions

2. Which of the following is not an example of a good

morning ritual?




Module Eight: Review Questions

3. What is a “Trigger” in regard to setting up a ritual?




Module Eight: Review Questions

4. What is the definition of a ritual?




Module Eight: Review Questions

5. What is an example of an easy way to put exercise into

your schedule?




Module Eight: Review Questions

6. Which of these is not an example of a ritual that many

people find helpful in maximizing their time?




Module Eight: Review Questions

7. What is not a good idea to have as part of your sleep

ritual?




Module Eight: Review Questions

8. Once you have been using a ritual for a while, what might

you find?




Module Eight: Review Questions

9. Which of these is a good idea for ritualizing meals?




Module Eight: Review Questions

10. What is not an example of a situation or event that will

cause a ritual to come into play?







MODULE NINE

Meeting Management

Meetings are great for many workplace discussions, such as
to solve problems, develop ideas or even to provide
direction.




Deciding if a Meeting is

l Necessary

e What is the clear goal, or deliverables to this
meeting?

e Does this topic require outside input for
development?




Using the
PAT
Approach

e Purpose
e Agenda

e Time frame




Building the Agenda

Before the meeting, make a list of what needs
to be discussed, how long you believe it will
take, and the person who will be presenting the

item.




Keeping
Things on
Track

At the end of the
meeting, get agreement
that all items on the
agenda were sufficiently
covered.




Making Sure the Meeting
was Worthwhile

To ensure a successful close to a meeting, it is
best to touch base and track progress.




® Deciding if a Meeting is Necessary

= Using the PAT Approach
PraCt|Ca| " Building the Agenda

"IUStratiOn = Keeping Things on Track

= Making Sure the Meeting Was
Worthwhile




Module Nine: Review Questions

1. Using the PAT approach is great for meeting management.

What does PAT stand for?




Module Nine: Review Questions

2. When creating an agenda, it is best to hand it out at the

beginning of the meeting.




Module Nine: Review Questions

3. What should you do if an item runs past its scheduled

time?




Module Nine: Review Questions

4. Action items should be clearly indicated, with start and

end dates.




Module Nine: Review Questions

5. What is a reason that people generally do not look

forward to meetings?




Module Nine: Review Questions

6. How should you spend the first five minutes of a

meeting?




Module Nine: Review Questions

7. In the PAT approach, which step is described as “the

backbone of the meeting”?




Module Nine: Review Questions

8. Typically, how long should meetings be?




Module Nine: Review Questions

9. What is your job as the chairperson of the meeting?




Module Nine: Review Questions

10. What is an action to take at the end of a meeting?
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MODULE TEN

Dealing with Time Barriers

Despite great planning and prioritization, unexpected
barriers or interruptions may still arise that demand our
attention and hinder workplace success.




Unexpectedly Long
Tasks

Include buffer space in your schedule

e For recurring tasks, consider using a timer-
this will allow you to get a better idea when

estimating your time




When Others
are
Inefficient

Occasionally you can be
on top of your game at
work, but still be held
back due to the
inefficiency of others.




Life Events

With these moments, it is critical to slow down,
breathe and process the life event.




Fear of
Failure

When employees fear
working on a task, they
will often delay it for
another time.




The Power of Positive
Thinking

When challenging work situations arise, you
have the choice of feeling defeated, or staying
positive and on track with your goals.




= Unexpectedly Long Tasks

= \WWhen Others are Inefficient

Practical

= |ife Events

lllustration

= Fear of Failure

= The Power of Positive Thinking




Module Ten: Review Questions

1. As long as you schedule and prioritize, things will always

go as planned.




Module Ten: Review Questions

2. What should you do when you are going overtime on an

unexpectedly long task?




Module Ten: Review Questions

3. What is a factor to consider when preparing your

schedule?




Module Ten: Review Questions

4. What can you do to ensure others are staying focused on

their assignments?




Module Ten: Review Questions

5. What should a contingency plan include?




Module Ten: Review Questions

6. What is a common barrier to success?




Module Ten: Review Questions

7. Why may an individual fear failure?




Module Ten: Review Questions

8. How can you overcome your fear and win back your

time?




Module Ten: Review Questions

9. A positive mindset is what determines your productivity.




Module Ten: Review Questions

10. What is an example of a positive affirmation?
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MODULE ELEVEN

The Benefits of Good Time

Management

Practicing time management skills is the solution to help
you stay on top of your game, and control your time.




Improved Quality of
Work

Strong employee performances are critical to
building a prosperous company.




Greater
Confidence

It all starts with believing
in your goals and ability
to succeed.




Py Reduced Stress

J \/ Time management gives you direction when

you have an abundance of work.

It puts you in control over your schedule of

what you want to do, and when you want to do
it.




Increased
Career
Prospects

Employers look for
individuals who are
dependable and submit
high quality work on time.




Team Collaboration

When everyone is on board with applying
effective time management habits, effective
teamwork will follow.




=" Improved Quality of Work

= Greater Confidence

lllustration 4

= Reduced Stress

Practical N
Q_

" |ncreased Career Prospects

= Team Collaboration




Module Eleven: Review Questions

1. Practicing time management skills is the solution to help

you stay on top of your game, and control your time.




Module Eleven: Review Questions

2. Who has the potential to develop habits of good time

management.




Module Eleven: Review Questions

3. When do our minds work best?

| | |




Module Eleven: Review Questions

4. Time management eliminates and

that hinder an employee’s quality of work.




Module Eleven: Review Questions




Module Eleven: Review Questions

6. What is the connection between confidence and

productivity?




Module Eleven: Review Questions

7. How does time management help to decrease stress?




Module Eleven: Review Questions

8. How does good time management influence teamwork?




Module Eleven: Review Questions

9. Good time management skills are desirable for only

certain companies.




Module Eleven: Review Questions

10. What will increase your potential for promotional

opportunities?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to improve your Time Management skills is
just beginning.




Words From the Wise
AL

\

‘: !

Time is free, but it's Take time to deliberate, but Your time is limited, so don't You may delay, but time will
priceless. You can't own it, when the time for action waste it living someone not.

but you can use it. You can't arrives, stop thinking and else's life.

keep it, but you can spend it. go. - Benjamin Franklin
Once you've lost it, you can - Steve Jobs

never get it back. - Napoleon Bonaparte

- Harvey MacKay
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