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W
hat are your biggest 

tim
e-w

asters? 

•
T

elephone interruptions 
•

P
eople w

anting to see you 
•

N
ot having som

eone to delegate 
tasks to 

•
T

oo m
any things to do 

•
E

-m
ail 

•
P

aperw
ork 

•
S

om
ething else…

 



Y
our biggest tim

e-
w

aster is…
 You 

“W
e have m

et the enem
y - and 

they is us…
” 

 
 

 
 - Pogo 



T
he E

ssence of T
im

e 
M

anagem
ent is…

 

P
lanning 

 



P
lanning…

 

 …
P

uts you in control of your day! 
O

r w
ould you prefer other people 

to be in control of your day? 
  



P
lanning: a 4-stage 

process…
 

G
oals 

P
riorities 

Ideal 
D

ay 
D

aily 
P

lan 



G
oals – W

H
A

T
 shall w

e 
focus our tim

e on? 
•

Predeterm
ined results  to be achieved by a 

certain tim
e. 

•
P

rofessional and/or personal goals 
•

B
ig goals: break dow

n into S
hort T

erm
 

objectives…
 “W

hat m
ust I do to achieve the 

goal?” 
•

G
oal = w

rite book by 31/12;  
•

O
bjective N

o. 1 = w
rite outline by 28/02;  

•
O

bjective N
o. 2 = C

hapter 1 by 15/03/…
 etc. 

•
T

hen break dow
n objectives into tasks…

 
“W

hat m
ust I do today to reach objective?” 

 



P
riorities – W

hat should 
w

e do FIR
ST

? 

•
P

riorities = objectives/tasks in 
order of im

portance/urgency.. 
   

Im
portance 

U
rgency 

Low
 

H
igh 

H
igh 



A
dvice to a B

usy C
E

O
: 

First things first 
W

rite dow
n…

 
•

W
hat you have to do tom

orrow
 

•
N

ow
 num

ber them
 in order of real 

im
portance / urgency 

•
T

om
orrow

, start on #1: don’t stop till you’ve 
done everything you can.  T

hen go to #2…
 

do the sam
e; then #3 …

 etc. 
•

If you can’t finish everything, it’s O
K

…
 you 

w
ill have done the m

ost im
portant. 

•
D

o this every w
orking day 



T
he S

ecret of G
ood 

T
im

e M
anagem

ent…
 

 Identify your #1 P
riority…

 
 A

nd do it first. 



P
utting it all together…

 
•

Start w
ith G

oals Æ
 S

hort-T
erm

 
O

bjectives Æ
 Im

m
ediate T

asks. 
•

Link today’s activities to those 
goals/objectives/tasks 

•
A

ssign priorities to today’s tasks 
•

Schedule tasks according to 
priorities and your ow

n ideal day 
•

S
T

A
Y

 O
N

 T
R

A
C

K
, using the P

lan to 
guide you through crises &

 
interruptions 



T
he D

aily P
lan – 

essential! 

P
lan your day…

 or events/others w
ill do 

it for you! 
¾

G
et #1 done first in w

ork day 
¾

N
ot after clearing desk 

¾
N

ot after e-m
ail, new

spaper, etc. 

¾
D

o daily plan one w
eek at a tim

e 
¾

R
ecom

m
ended: D

o a m
onthly plan for 

18 m
onths ahead, to capture m

ajor 
events/targets 
 



T
he D

aily P
lan 

M
onday

Tuesday

G
o
als:

G
o
als:

Prepare daily 
plan for w

eek!
Start book outline

0800
0800

D
o daily plan 

for w
eek

W
ork on book 

outline
0900

0900

Anul II Etica
1000

1000

• Prepare w
eekly; review

 
and action daily 

• G
oals: W

hat m
ust I 

achieve today? 

  • Schedule appointm
ents 

-  but allocate tim
e to 

achieve tasks! 



B
enefits of D

aily P
lan 

•
E

nhanced sense of purpose – driven by ow
n 

priorities, not those of others. 
•

R
educes decisions on “W

hat to do next?” 
•

Increases output of w
ork, im

proves quality 
of w

ork 
•

Im
proved sense of control over tim

e; less 
frustration. 

…
.P

R
O

V
ID

E
D

 T
H

A
T

 Y
O

U
 D

O
 IT

 A
N

D
 

T
H

E
N

 S
T

IC
K

 T
O

 IT
! 



A
nything that prevents that is 

a tim
e-w

aster! 

•
W

hat are your tim
e-w

asters? 
C

risis M
gm

t 
Ineffective 
delegation 

P
hone interruptions 

Personal 
disorganization 

Inadequate P
lanning 

Lack of self-
discipline 

A
ttem

pting too 
m

uch 
Inability to say 
“N

o” 

U
ninvited visitors 

P
rocrastination 



1. C
risis M

anagem
ent 

•
Fire-fighting or true crisis? 

•
D

on’t fight fires! K
eep in proportion! 

•
C

ontingency P
lanning  

•
Learn from

 past 
•

B
uild in cushion 

•
D

on’t overreact: “H
ero 

syndrom
e” 

•
D

on’t shoot the m
essenger 



2. P
hone interruptions 

•
W

hy don’t w
e ignore the phone? 

 

Ego? 



If assistant…
 

S
/he decides: 

•
H

andle 
•

R
efer to other 

•
P

ostpone 
•

P
ut through 

Instead of 
answ

ering…
 

If no assistant…
 

•
V

oicem
ail 

•
G

o w
here no 

phone (sw
itch 

off m
obile) 

•
E

-m
ail 

W
hen returning calls…

 
• D

on’t leave “em
pty 

m
essages” 

• G
et organized 

 
• M

anage call 
length 



4. A
ttem

pting too m
uch 

= P
rioritising too little! 

W
hy w

e do it:  
•

D
esire to achieve 

•
Insecurity 

•
Fail to delegate 

•
U

nrealistic tim
e 

estim
ates 

•
P

erfectionism
 

•
C

an’t say no 
 

H
ow

 to stop it: 
•

A
chieve = finish it, 

not just start 
•

Learn to delegate, 
pass on to others 

•
R

esist urge alw
ays 

to rescue others 
•

S
ettle for “good 

enough” 
•

Learn to say no 



5. U
ninvited V

isitors 
In E

astern E
urope…

 
•

C
ulture of hospitality 

•
C

hristian w
elcom

e 
•

R
espect/ politeness 

 
“I’ll only take a 

m
om

ent…
” Æ

 10 
m

inutes. 
 W

hose priority is m
ore 

im
portant? 



A
 new

 
approach…

 
1.

Let’s agree never to interrupt m
eetings ourselves! 

2.
If alone, but w

orking: find out visitor’s problem
. 

T
hen 1 of 4 responses: 

–
D

eal if really brief (answ
er quickly) 

–
S

et another tim
e to m

eet 
–

S
uggest som

eone else to handle 
–

E
ncourage them

 to w
ork out ow

n solution to problem
 

3.
If it’s the boss 

–
T

ruly urgent? Æ
 G

o! H
e sets the priorities! 

–
If not, set tim

e to m
eet.  D

on’t assum
e his visit is 

autom
atically m

ore im
portant than your task! 



6. Ineffective 
D

elegation 
•

“I can do it better/quicker” 
Æ

D
elegate anyw

ay: need to share learning opportunity  
•

“T
hey m

ay do it w
rong” 

Æ
D

elegate anyw
ay! N

o risk, no rew
ard; tolerate m

istakes  
•

“I like doing it m
yself” 

Æ
M

ust m
ove on…

 focus on new
 things to learn yourself 

•
“W

ould take longer to explain than to do it m
yself” 

Æ
 H

ow
 often do you w

ant to do it rather than explain? 
•

“I’ll lose control” 
Æ

D
elegate anyw

ay: stay closely in touch w
ith progress, 

create checkpoints…
 but delegate! 

 
D

O
 O

N
LY

 W
H

A
T

 O
N

LY
 Y

O
U

 C
A

N
 D

O
! 

  



G
eneral rules for 

delegating 
•

C
hoose the right person 

•
G

ive clear instructions…
 ensure understood 

•
P

rovide necessary authority 
•

Follow
 up…

 progress reports 
•

S
upport &

 coach as needed 
•

R
esist upw

ard delegation 
•

If nobody to delegate to…
 consider trading 

off w
ith colleagues – using their gifts, 

helping them
 w

hen stretched 
 



7. P
ersonal 

D
isorganization 

S
ym

ptom
s:  

•
P

iled-up desk…
 post-its…

 in-tray 
full…

 can’t find papers w
hen 

needed…
 deadlines/ 

appointm
ents m

issed 
•

N
obody likes to be disorganized. 

•
W

hat to do about it? 



S
om

e new
 resolutions 

•
T

idy your desk: throw
 aw

ay, file, give 
aw

ay…
 but clear it.  T

hen keep it that 
w

ay. C
lear at end of every day. 

•
Integrated system

 of goals/ 
projects/daily plan.  Filofax/P

alm
? 

•
Filing system

, how
ever sim

ple.   
•

A
ll current papers Æ

 folders: A
ction, 

P
hone/e-m

ail, R
eading, Filing.  E

m
pty 

often!  C
heck daily. 

•
D

on’t hoard…
 throw

 aw
ay! 



8. Lack of self-discipline 

“S
elf-discipline is a habit…

 and so is a 
lack of it.” 

D
ealing w

ith it -  
•

H
ealth/tiredness check?  D

iet; exercise; sleep 
patterns? 

•
S

elf-talk: “I w
on’t accept m

y lack of self-discipline – 
I w

ill be orderly and organized!” 
•

A
ct as you think a self-disciplined person w

ould! 
•

B
uild in reinforcem

ent all the tim
e: 

 
- K

eep goals visible 
- U

se all available tools 

- S
et yourself deadlines 

- G
oals, priorities, plans! 



9. Inability to say 
H

ard to say ‘no’ 
to people w

e 
respect &

 like.. 
•

D
esire to 

please 
•

Like to feel 
needed 

•
N

obody else 
available 

4 S
teps to saying 

  1. Listen.  E
nsure 

you understand. 

2. S
ay no

, politely but 
firm

ly 

3. G
ive reasons 

4. O
ffer alternatives, 

but don’t change m
ind! 



S
aying ‘no’ to the boss…

 

•
Let him

/her know
 the conflicts – 

w
hat else w

ould be affected if 
you take this one on. 

•
Invite him

/her to decide w
hat 

you should drop/delay in order to 
do this one. 



10. P
rocrastination 

W
hy do w

e put things off? 
•

Fear of failure 
•

Lack of interest 
•

Feeling of conflicting pressures 
•

D
oing things w

e like doing, instead of 
things w

e ought to do 
R

esults: 
Æ

 Lateness, unpreparedness, errors 



T
ackling procrastination 

•
P

rayer – recognise fault, ask for 
S

pirit’s help to overcom
e 

•
D

evelop “D
o it now

” attitude 
•

S
et deadlines for starting 

som
ething, not just for finishing 

•
T

hink how
 you’ll feel w

hen done! 
•

C
elebrate/rew

ard self w
hen 

com
plete 

 



T
he A

ction P
lan 

•
Identify your 5 m

ajor 
tim

e-w
asters (T

im
e 

Log) 
•

D
ecide order in w

hich 
to tackle…

 1 per w
eek 

or 2 per m
onth? 

•
P

repare your A
ction 

P
lan w

orksheet 
•

Find a partner, share 
ideas/ brainstorm

, be 
accountable to each 
other! 
   

•
D

on’t give up…
 

keep going. 
–

It’s a habit you 
w

ant to form
 

–
C

heck progress 
after a w

eek…
 

m
onth…

 3 
m

onths 
–

C
elebrate! 



T
ips from

 successful 
T

im
e-M

anagers 
9

G
roup sim

ilar tasks 
together 

9
H

ave a place for 
everything, &

 put it 
back after use! 

9
D

on’t take breaks too 
often 

9
W

hen threatened by 
chaos, stop…

 step 
back…

 reassess 
priorities 

9
P

lan backw
ards from

 
deadline…

 leave som
e 

contingency slack tim
e 

9
P

lan fam
ily/personal  

tim
e in schedule 

9
Learn to divide m

ajor 
task into tiny pieces 

9
W

hen w
riting: 

¾
Focused concentration 
essential 

¾
W

hen sit dow
n to 

w
rite, aim

 to finish if 
possible 

¾
Find som

ew
here 

secluded…
 no phone, 

e-m
ail, visitors. 

  



S
om

e suggestions for E
ast 

E
uropeans (and others!) 

•
D

on’t interrupt other people’s m
eetings, even if they 

invite you to com
e in! 

•
D

on’t take phone calls if in a m
eeting.  T

urn on 
voicem

ail at start (including m
obile phones)! 

•
W

hen you receive an e-m
ail question, acknow

ledge 
at once even if you don’t know

 answ
er…

 don’t leave 
unansw

ered.  P
rovide full answ

er A
S

A
P

. 
•

O
n voicem

ail, leave explicit, inform
ative m

essages, 
not just “P

lease call back.” 
 

  

A
nd finally…

 


