Day 1–Module 4

Manage Your Time, Priorities and Deadlines

Understanding Participants’ Needs

The needs of participants are divided by position, location, and experience. 

General Ideas

Spend some time researching the positions that are participating in the training to increase your credibility and improve examples.

If you try the gift bag with an important theme you might have a “magic sentence.” Give hints and build the sentence on a flip chart during the module. Here’s one:  “If – everything – is – a – priority, - then – nothing – is!” You could list the first letter of every word with an underline for the missing letters and help them finish it by the end of the module. It’s your choice.


Module Introduction

Since the beginning of time, there have been rumors and misconceptions about time. Some examples of such misconceptions are, “Time flies”; ”You can save time”; “You can make up time”; “Time is against us”; We haven’t enough time”; and “Time is . . . MONEY!” Each of these is false. The true characteristics are “time stays, we go”; “you can’t hoard or overspend time”; “time has a fixed-rate you can’t make it up”; “time is on our side the moment we organize it”; “you have all the time available”; and “time is NOT money.” If you run out of money, you can generate more . . . but if you run out of time, you’re dead!

Option 

Include: 

I also know that you’re risk takers for being here. Taking a risk that you’ll waste your time; that you might be held accountable for what we discuss; that you’ll actually try some of what I suggest only to find that it doesn’t work for you . . . and USAF is taking a risk in betting that our time together will earn a return that’s measurable in terms of reduced job stress, increased productivity, and better use of company resources . . . and I have taken a risk that what I share will be valuable and useful for you . . . so since I know that you are risk takers, I’m looking for that one person here who is willing to risk one dollar. I know that you’re here; it’s just a matter of raising your hand (raise your hand while you say this). Who will risk one dollar? Tell the volunteer “please bring your one dollar to the front.” Ask the rest, “I said I wanted a person willing to take a - - -?”

“Risk. That’s right, a risk.” Ask volunteer for one dollar and show them yours (two dollars, three dollars, or five dollars). Ask, “If you could get this for your one, would it be worth the risk to stand here with me?” Then you could say, “If you could get this kind of return on all your dollars, you’d probably quit working, wouldn’t you? Well, it’s not that easy.” Crumple the volunteer’s dollar in one hand and your money in the other (behind your back). Then say, “I might switch the bills or leave them the same, but you will at least get your original dollar back.” Take your hands from behind your back and hold them in front of the volunteer without revealing the bills. Ask the volunteer to choose one. After he or she chooses, put the other hand in your pocket and then ask while holding up the hand that was chosen, “What’s the worst that can happen? (Often hear: get money back or break even). Then say, “Isn’t that just like us? We come, invest our time, walk out, change nothing, and end up getting the same results we’ve always had. So, what’s the best that can happen? That’s right— you could double or triple or quintuple your money because you were willing to take a risk.” And if we’re going to get more out of this day, and specifically, this module, than we came in with, we’ll probably have to take a risk. Get involved, answer some questions, and offer input. This will set you up for the success that can be yours through managing your daily activities.

Transition

In this module I will be providing you with some ideas that have proven to work for successful USAF supervisors. In fact, let’s get things rolling on the next page. 
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Objectives

· To help participants understand the application of balance in activities and goals

· To help participants focus on their goals personally and as supervisors

Thinking Behind the Page

There are a variety of uses. This is a good page to help participants get involved through ownership. By identifying what they want to get out of the day and looking for tips, tools, strategies, and techniques throughout the day.

Activities

(Continued from transition on previous page) I mentioned on the previous page that we’d get things rolling. Let’s start inside the wheel. I’d like to identify the things that are most important to us as we roll through the events that we call life. Tell me what areas are important in your life—obviously career, but what else? (You prime the pump as necessary with areas like: financial, health, community, spiritual, family, etc.) Showing the slide, tell them “here are some areas I chose.” Click through the slides. Now I have something for you to do. Since we can never be completely equal in our approach to all areas of our life, let’s just see how we’re doing. On a scale of 1 to10, with one being not very close and 10 being exactly on target, let’s score ourselves on each area of importance. Here’s how I’ve scored mine. (Click through slides.) Now, like connecting the dots, let’s draw lines from each to the next. (Click through slides again.) Now imagine that this is a wheel. It’s possible that this explains the ride through life that we’ve all had at one time or another. The road may not be bumpy at all . . .  It may be that our tire has a flat! Today we’re going to take a look at getting done what’s important to us in ALL areas of our lives. To begin, let’s jot down what you want to happen today. One approach is to say, “At the bottom of the page, please complete this sentence. If I could better manage and organize my activities (time) as a supervisor I could . . . ”

After they have time to write answers, do one of the following: Share with a neighbor what you hope to gain today. (Allow time) Who will be first to share what your partner wanted; what you overheard from someone else; or what you want (and please don’t tell me the source; we just need the list). Make a complete list of what they want. This is your second chance to get the list of “what do you expect to gain from this class?” If you completed this in module 3, skip this and make the point, “We’ve already established our direction.”

PowerPoint

· Yes–Click through the “wheel” of life.

Transition

Now we have a realistic list of what we want to accomplish. As we progress today, I’ll ask you to help me track the list to see if we’re on target for what you want. Let’s look at the organization of the day so you’ll see how we can accomplish this list.
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Objectives

· To help participants establish direction and evaluate themselves

· To give participants a simple acronym for setting and achieving objectives and managing their time-priorities and deadlines

· To allow participants an opportunity to practice goal setting

Thinking Behind the Page

Successful planning can only take place after participants establish in their own minds what is important to their success in the organization. On this page they can build a foundation for making decisions about how to manage their work and activities more easily. This is an opportunity to explain the characteristics of successful goal setting and how it may be used daily in the workplace.

Teaching Tips

Reinforce that all successful employees we’ve observed are able to manage many activities, priorities, and deadlines because they’ve invested the time in getting organized and use some type of systematic planning routine (either physical or mental system). It does not need to be fancy; it needs to be functional.

Activities

The question for “what’s the big picture?” should be answered in their opinion.  Then lead to establish your direction with “who’s heard of goal-setting? Have you heard that goals should be written down and reviewed regularly? Then my objective for you is encouragement and inspiration. That is, to do what you know you should be doing. By the way, how many of you have life insurance? Who has health insurance? Who has written goals? What about written goals with you right now? So, it looks like we’re planning more for dying than for living! Let’s review some of the basics for setting goals. Cover CRASH quickly—Consider, Release, Agreed, Schedule, Have time (CRASH). To introduce the chart, share the idea that our long-range goal at USAF is to get results and follow the mission mentioned in module 3, page 3. That is an ongoing long-range goal. For each individual position the short-range goals and time frames could be different. Write in the short-range box a time frame that’s appropriate for you and your position.  Now, please jot down a short-range goal appropriate to your position. An example is team member. In that position, my short-range goal might be to __________, and my to-do could then be “clear the cue.” As a staff accountant it might be “increase the accuracy rate” with a to-do of _________________. Make sure that your goals are congruent. If you want to go to Hawaii but refuse to fly, then the goal will be much harder to achieve. 

Examples/Quotes

·  “By setting goals and focusing on them, you take control of your life and your potential for success.” Brian Tracy in The Management Advantage audio series.

· “Spend lots of time on activities that are pieces of goals and the goals will take care of themselves. And the shorter the time frame, the more likely you are to accomplish.” Jeffrey Mayer, Time Management for Dummies.

· “Setting goals doesn’t mean you never get off course. It means you recognize when you get off course and get back on.” Ab Jackson in How to Manage Multiple Projects and Meet Deadlines.
Additional Resources

Hyrum Smith’s 10 Natural Laws of Time and Life Management 

PowerPoint

· Yes

Transition

Zig Ziglar tells the story of an Alabama boy named Howard Hill. Howard is an archer who entered 287 archery tournaments and won 287 times. He was good enough to kill a shark from a boat with a single arrow. Yet I believe that I could train you in 15 minutes to hit the target more consistently than Howard. Of course, Howard would need to be blindfolded, and I’d want to then spin him around a few times.  I know you’re thinking, “well, of course, I could hit the target more consistently under those circumstances.” You’re right, and if you don’t have written goals where you can see them, aren’t you like Howard? In fact if you don’t have a list, how can you hit a target that you don’t even have? On the next page let’s clarify how to organize the activities we perform.
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Objectives

· To share a simple process for prioritizing

· To help team members realize that a system of prioritizing will help them deal with clients/customers directly on the phone by focusing on what is most important

Thinking Behind the Page

Successful people invest time, choosing priorities because they know investing time then becomes a habit that breeds success. Successfully managing phone calls by prioritizing points covered reduces stress and minimizes phone time. 

Teaching Tips

· The paired comparison is based on comparing only two activities at a time. The pattern is to compare 1-2, 1-3, 1-4, 1-5, then 2-3, 2-4, 2-5 . . . “you’ve probably figured out the pattern by now.” Now compare 3-4, 3-5, and last, compare 4-5. One approach to this page is to get participants to write their own list of five tasks or projects and then to help you build a list of activities that they would conduct during a normal day. Do not take too much time doing this. Participants will want to get the correct list, but all they really need to know is the process. Then they can take it back to their personal list and actually apply it.  Have participants call out the answer to the comparison of each pair and ask them to decide on their own list at the same time. When finished with all five tasks, prioritize your list and ask participants to do the same. If you or they have any two-way ties they should decide between the two (break the tie). If there is a three-way tie this may not be the correct system to use. (Note: One of my biggest problems was that I had a system to prioritize and I worked the list in priority order—but I was using the wrong system to prioritize! This meant that I worked on tasks in the wrong order). Now let’s look at another way of doing the same thing.

· Deadline versus Return is another way of prioritizing that could possibly give us a different priority order. Please write the same five tasks that you wrote above in the same physical order. (Leader should do the same on the overhead using the five tasks that the participants gave you. Let’s work down the deadline column first. You’ll see on the chart that a #1 equals long-term goals; 2 equals short-term goals; 3 equals now.  (According to what participants’ jobs are in the  USAF, long term could be one week, one month, or one year) Help me score the task-list that you gave me. For item 1, is its deadline a 1, 2, or 3? What is it for item 2? Item 3? Item 4? And finally, item 5? Let’s now decide on the return for completion of the task. From the chart above you’ll choose a 1, 2, or 3. One equals low career or business return, which could mean that we were given the assignment but no one will ever check up on the result. We won’t really be held accountable; no one will ever ask you about the task. Two equals moderate career or business return, which might be that someone will see the results and might ask us about the task or project. And of course a 3 equals a high career or business return. This means that we are held accountable, management will see and hold us accountable for the results, and our performance (appraisal) rating will be partially dependent on it. So help me score the return on the tasks you gave me. Number 1 would be a _____?  Okay, #2? and so forth. 

Activities

This whole page is an activity. 

Examples/Quotes

· “When we set goals, we develop direction, focused and channeled energy, and we accomplish more in a short time than we could normally accomplish in years.” Brian Tracy in Psychology of Achievement.

· “Prioritizing is key to meeting deadlines and achieving objectives.” Stephen Covey in 7 Habits of Highly Effective People.
PowerPoint

· Yes. Proceed through the slides

Transition

The systems on this page give us solid ways to prioritize the major activities that we need to accomplish. How many of you would use this system on your daily list every day? I certainly wouldn’t. This would be how you prioritize the major tasks or projects that you have. For the daily to-do list we need a faster, easier way. Let’s look at one such system on the next page.
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Objectives

· To share a simple system for prioritizing to-do lists

· To give participants some examples of how to put it all together (the prioritizing information)

Thinking Behind the Page

On the previous page, many participants think that the systems are too time-consuming and complicated for them to use. This page offers an easier, faster method that is complimented by the systems on the previous page.

Activities

· Let them help you put together a to-do list on the overhead or flip chart. Then quickly go through the list to prioritize the activities listed.

· For the “Be Goal Focused” section, use the analogy/example of being able to get a larger volume (number) of items in a container by putting the larger items in first.  Use confetti, shredded paper, and wads of paper to demonstrate that a container (a paper bag) will hold more items if the larger items are put in first.  The analogy here is to prioritize by getting the big job requirements done rather than putting them off to complete smaller job requirements.  

Another  means to demonstrate this is by using a pitcher of water, sand, small rocks, and a few larger rocks. Try to put all in a pitcher. Show that when large items are put in first and then smaller items followed by the water, you’re able to get more in the pitcher – get more done by doing larger requirements first larger items represent the larger priorities.

Many centuries ago a man of Italian decent, discovered that in his community 80 percent of the wealth was owned by 20 percent of the people. This distribution of wealth has since been proven true in many other scenarios. It’s called the 80/20 rule or the Pareto principle, so named  for the Italian-born gentleman who discovered it.  Research supports the fact that this 80/20 ratio also has significance in time management. Eighty percent of our results come from 20 percent of our efforts. Be sure to focus on the correct 20 percent!

Examples/Quotes

· For “putting it all together”: You can’t be all things to all people in all markets at all times! Although you’ll try, you won’t be able to meet all demands or solve all problems. The most successful supervisors are those who correctly identify the 20 percent of what they do in order to have the greatest (positive) impact on the mission or bottom line. 

· Remember? That’s the answer you wrote down at the top of page one. Here’s a tip for you: “When everything is a priority, nothing is! Concentrate on high-payoff activities.”

· As coach of the Dallas Cowboys, Tom Landry said, “I use a method someone told me years ago. At the end of each day, I list on paper all the things that I must do the next day. Then I number them in order of importance. The next day I carry the list with me and check off the items as I complete. I don’t have to worry (appropriate for participants that are stressed) at the end of the day whether I got them all done. Whatever I worked on were the most important ones.” 

· Experts agree that you should try to limit your “A” items to 5-15 activities.

· Continue to ask yourself, “what’s the best use of my time right now?”

· Always weigh your priorities against those of your boss!

Transition

Now that we know how to prioritize the items that are on our list, let’s be more specific about what should actually goes on the list. It’s estimated that we can improve our productivity by 5 to 25 percent by following the ideas on page 4–5.
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Objectives

· To give participants an example to use in creating a weekly (as opposed to daily) plan

· To realize how and where participants might create contingency time for “crunch times”

Thinking Behind the Page

This is the next step after knowing how to prioritize tasks and projects and how to make a master to-do list.

Teaching Tips

· Have participants write down a list of tasks/activities  (this should be mostly major tasks or projects) for themselves, then prioritize the list. Next estimate the time it will take to complete each task/activity. Have participants  enter the tasks/activities into the workweek matrix on page 4-6. (Note: entries should reflect high priorities tasks first and the amount of time estimated to complete task.  If the activity/task/project will take more time than you can allocate at once, break it into manageable increments that you can control and schedule realistically.

· Time-management experts agree that most people can control 25-65 percent of their time at work. 

Activities

Second: How much time do you really have? Under this section ask participants to write down the percentage of time that they think they can control at work. Is it five percent (team members?) or as much as 65 percent (managers)? This is their estimate. Now ask them to write down how many hours per week they work. Then, on overhead or flip chart show them the math. The percentage of time they can control multiplied by the number of hours they work equals total controllable hours. All the techniques we discuss today are about maximizing the use of this specific time.

Examples/Quotes

· Someone once said that nothing in life ever happens unless you create a space of time for it to happen in.

· Have you ever started something but couldn’t finish even though it was a small task? Jeffrey Mayer suggests that not only should you list your activities, and give them an estimated time of completion, but you should add at least 50 percent to that estimate to be realistic. Jeffrey Mayer, Time Management for Dummies. (I’ve found this to be true, probably because we plan in a vacuum. Anytime we estimate we probably forget about the interruptions, phone calls, aggravated customers/shareholders. These all increase the time needed to complete tasks that happen during our controllable time. 

PowerPoint

· Yes

Transition

Because we control so few hours out of our workday we need to consciously control any activity we can.
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Objectives

· To overcome objections to keeping a time log by offering an option—an interruption logs.

· To have participants continue diagnosing themselves as begun on page 4–3.

Thinking Behind the Page

Lack of time is a major issue in our workplace today. In order to work more efficiently, people need to know where their time is being spent. An interruption log helps them accurately assess the use of their time on unscheduled events and evaluate if the time was well spent or wasted. This leads to making necessary changes in work habits.

Teaching Tips

· Expect some resistance to keeping an interruption (time) log. One way to overcome this resistance is to find a success story from someone in the same job position. 

Activities

Ask participants to work in dyads and exchange reasons they won’t or don’t keep a time log. After approximately 15 seconds have passed inform them that this is a timed event. Ask them to please sit when they think 60 seconds have elapsed since they began exchanging reasons with the partner. Emphasize the importance to sit at the end of 60 seconds.   Anticipate that many will sit too soon and some wait too long. Use this opportunity to explain the importance of being able to estimate time -- “if we can’t mentally keep track of one minute time elapse, how will we ever estimate an hour or more?

Where do you spend most of your time during the day? Solicit some answers. State that many of these are things that tend to block/keep us from mission related activities.  Considering the challenges imposed by these potential blocks, let’s see if we can change our approach to one of investing rather than spending our time. That way we can reasonably expect a return on the investment. (For management you could stop here.) If your job is to spend time on the phone responding to shareholders, then I want you to look at how much time you have besides that (probably 5–10 percent of total time). Answer these three questions based on that controllable time only.  

Ask participants to write down their answers to the three questions. Then, ask them to save their place while turning back to page 4–3. Compare the first answer with the answer at the top of page1. They will likely be different from those on page 4–3 regarding their responsibilities. If there is a match, congratulate them and tell them that the following pages will likely help them continue to choose the correct activities to focus on. If different, they need to make a change to become congruent with what they think they should do and what they are doing. This will set them up for professional success in the Air Force as well as personal success.

Examples/Quotes

· An Accountemps survey of 200 executives revealed that people waste six weeks annually trying to find mislabeled, misfiled, or misplaced items. That’s as much as 50 minutes per day, every day. Later we’ll discuss some ways that you can get your papers/files organized. First, you must identify what you’re wasting time on.

· Brian Tracy says if you want your life to get better . . . then you must get better. Want better children? Be a better parent. Want more control? Get better at controlling the time you can.

· Have you ever had a weekend when you didn’t get anything done? This method will help you identify your wasted weekend activities as well as those at work.

Resource Quotes

· “One of the key components of successful negotiation is information. With a time log as your evidence, you’re more likely to successfully negotiate for more time . . . more support,” Roger Dawson, The Secrets of Power Negotiating.

· “Only by saying no to the unimportant can we say yes to the important,” Stephen Covey, 7 Habits of Highly Successful People.
Pages 4–8 & 4-9

Objectives

· To offer specific desktop ideas for activity management

· To get organized and convert wasted time into productive time; NOT to have a neat, organized desk

Thinking Behind the Page

This page is an opportunity for participants to address organizational needs in their workspace. 

Teaching Tips

· Bottom of page 4–8 tip: Schedule a regular time to reorganize. Tell participants to allow 120 seconds daily to cleaning/organizing their workspace. Doing this daily will build a habit of keeping the area more clutter free. 

· Page 4–9 tips:

· Set a time limit: “Do you have a minute?” Actually I have six or seven minutes . . . can we cover it in that time frame?

· Stand: When you are ready to end the conversation, stand up.

· Summarize: Recap what’s been said and say something like, “I’ll get right to work on my part. Thank you for stopping by.”

· Have “visiting hours.” Tell staff that you are open for visiting for any reason between hours of ___ and ___. Any other time the reason for stopping by should be an emergency or with an appointment. Otherwise it can wait until the next time you have visiting hours.

Activities

Page 4–8: Ask participants to write down one thing that really bothers them about getting organized. At the end of this page have them wad it up and throw at you. Tell them that they are now free of their clutter organizational blocks.

(According to location) Ask participants to turn to a neighbor and explain what each key on their key ring is for. Usually someone will have a broken key, or a key for an apartment that they moved out of, or a car that they sold. Point: If we can’t clear our key ring then how can I expect to get control of my paperwork?

Before you go home, clean today’s clutter. Get rid of your sticky notes (use your master to-do list instead).

Another easy activity requires two sets of playing cards. One set should be organized in perfect numerical order, and the other well shuffled. Remove one or two cards from the shuffled set. Ask for two volunteers to join you standing. Hand each a set of cards. Tell them this is a contest for speed, so please work as quickly as you can. Instruct them to find specific cards in the deck (four to six cards is enough) by telling them which you want (i.e., “Please find the four of clubs and set on the table. Now please place the nine of diamonds on the table, etc.”). One or two of the cards should be the ones you removed and placed elsewhere. Do not hesitate or wait for the person with the shuffled deck to catch up in finding their cards. The other person should be much faster because their deck is organized. Point: When paperwork or electronic files are organized, we are more efficient in finding it. The shuffled deck is like an unorganized workspace (or mind). Besides making us slower in serving our clients and meeting our mission, it could also cause undue stress or frustration. (Note: You could share the missing cards now or wait until later . . . pull them out . . . and say “isn’t it frustrating to find something you wanted after you need it?). 

Examples/Quotes

· “Clutter is symptomatic of postponing decisions.” Barbara Hemphill, Taming the Paper Tiger.
· The statistical truth about paper is this: Out of 100 pieces of paper, you keep 20, store 20, and trash 60. I believe the same would be true of electronic paper. In other words we would practice the same habits. The point for us is to distinguish the “right” 20 to keep and to store and to get them moving where they belong! 

· For “Cluttered work areas”: Charles Hobbs is frank in his assessment of people when he says, “Some people can’t even manage their desk space. Their goal is to have everything they need at their fingertips when they need it. Then they bury themselves in paper and E-mail while trying to achieve this goal. This system does create a sense of urgency, but it also tends to mix vital with trivial.” The ideas on this page are simple yet highly effective when applied.

· USA Today reports: The average worker in America today has 36 hours of work stacked on their desk. 

PowerPoint

· Yes

Transition

Using these tips to gain control of our desk allows us to focus more clearly on one of the tools on our desktop—the phone.
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Objectives

· To help participants recognize that they can control some of their time on the phone, and to be successful they must first recognize when the potential for control exists

· To help all participants realize the amount of time planning phone calls can save

Thinking Behind the Page

These are simple and easy to implement techniques that participants can use immediately to get control of telephone interruptions. The tips for shaving time off of phone calls are good communication examples.

Teaching Tips

· Participants may feel or say that they have heard these tips before. The question is not whether they have heard it before, but are they actually practicing the ideas?

Activities

Ask participants for the average number of phone calls that they make outbound (should apply to any participant). Then tell them: “According to AT&T the average unplanned business phone call lasts 11 minutes. The average planned phone call lasts seven. The difference is four minutes. Multiply that times some of the answers I just heard and we could save ______ (do the math for their examples). Since you work at USAF, I know you’re pretty good at what you do. I also know that in some of our positions we are trained to be efficient on the phone.  But what if we could save one minute per call, 30 seconds per call, or even 15 seconds? Wouldn’t it help us become more effective in meeting our mission of serving shareholders?

Examples/Quotes

· Jeffrey Mayer has a list of valid reasons to use phone mail: 1) It lets you share information without actually talking to the other person. 2) It lets you share information in non-real-time. 3) Others can leave you messages that might be complicated to write out.

· In How to Handle Difficult People, Bill Hebert says that sometimes the best way to handle an angry person is to refocus them on how you can help them. This ties directly to our earlier discussion on prioritizing then focusing on the most important task/activity right now. Here’s a three-step process that he shares for doing just that: 1) Acknowledge: “I realize you’re upset.” 2) Try for buy-in: “I’d like to work with you by focusing on what I can do to help.” 3) Offer a suitable solution (based on circumstances). This is how successful employees in the USAF are using the prioritizing methods discussed earlier to reduce trivial phone time that occurs during their day.

· For WIFM: If you were in charge of marketing the USAF and decided to run some radio advertising, what station would you run it on? OK, now pretend I was riding a cab or rental car/shuttle into town and listening to a different station at the same time your ad was playing. Will I hear the ad? No. Because I’m on the wrong _______ (station). Now, let’s double your budget and then you run an ad on another station. What station would that be? Now here I come into town again and I’m not listening to either station. Do I hear either ad? Obviously not, because they are playing on the wrong stations for me to hear. The station that all of our clients listen to is in your workbook. The one that guarantees that they will more clearly here our message. That station is “What’s In it For Me?”  If we play our message for the client on this station, we can spend less time working with the others due to clear communication. Use this station and what I’ll call power words, and see the resistance fade away. Power words are: time saving, money saving, fast, simple, and easy. 

Additional Resources

Phone Power by George Walther

Transition

These are some easy tips you can implement tomorrow in your work area. Let’s discuss some of the tips and the application in your workplace...

Page 4–11

Check Yourself!

1. A subordinate has approached you for help in prioritizing their tasks. Write your answer in detail here: (Instructors, use your best advice based on this module and your experience.)

2. Describe the use/application of two techniques for managing walk-in visitors: (Any technique discussed on page 4-9 is acceptable.)

3. How much time do you really control in a week? (Their personal answer should be at bottom of page 4-6.)

4. List your system-imposed time wasters. What will you do to minimize their effect on your day/week? (A starter list is on the bottom of page 4-8. This should have been discussed on this page. Any recap of that discussion is acceptable.)


Objectives of this module are to:





Identify common wasters;


Show how much time you really control;


Clarify the need for balance to best manage time; and


Gain general organizational tips.





Upon completion you will be able to:





Prioritize tasks and goals;


Manage phone and people interruptions; and


Strategize areas for future time management improvement. 





NOTE: If you have not had participants stop and write ideas on their “hot idea” sheet, now is the time. Ask them to turn to their sheet and write down anything that they need to help them become a better supervisor. 


Debrief their list on flip charts, which you should leave on the walls for the entire five-day session. If you number each idea, then you should be able to come up with 10+ per day.  
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