USAF Supervisor’s Course
[image: image1.wmf]
The Process of Managing Time and People 
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“Time is the coin of your life. It is the only coin you have, and only you can determine how it will be spent. Be careful lest you let other people spend it for you.”        





- Carl Sandburg
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What’s the Big Picture?
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Which of my responsibilities has the most positive impact on the mission of the Air Force?

Time Management CRASH Course . . . 

· C – Consider what you really want to accomplish and what are you willing to “pay” to accomplish it?
· R – Release tasks of secondary importance to others (or delay for now).
· A – Agreed-to goals and arrangement of tasks to get there
· S – Schedule appointments for planning.

· H – Have time deadlines, and stick to them!

	Long-range Goals
	Short-range Goals
	To Do’s

	
	
	·  
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Doing What’s Effective:

Deadline vs. ROTI (Return on Time-Investment)

Deadline:
 1  =  long term                       Return: 1  =  low career/business payoff



            2


 2  =  short term
            3  =  moderate career/business payoff



            4


 3  =  now
            5  =  high career/business payoff

	
	
	Task or Activity
	Deadline
	Return
	Total
	Rank
	

	
	
	
	+
	=
	
	
	

	
	
	
	+
	=
	
	
	

	
	
	
	+
	=
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Paired Comparison

	
	
	#
	Task or Project
	Check Mark
	Rank
	
	

	
	
	1
	
	
	
	
	

	
	
	2
	
	
	
	
	

	
	
	3
	
	
	
	
	

	
	
	4
	
	
	
	
	

	
	
	5
	
	
	
	
	


Know Your ABCs
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	Be Goal-Focused
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Remember: _______________  =  _______________


	


Capturing Every Task and Idea with a High-Impact Schedule


Activity
Rank

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	
	
	
	
	

	8:00
	
	
	
	
	

	9:00
	
	
	
	
	

	10:00
	
	
	
	
	

	11:00
	
	
	
	
	

	12:00
	Lunch


	Lunch


	Lunch


	Lunch


	Lunch



	1:00
	
	
	
	
	

	2:00
	
	
	
	
	

	3:00
	
	
	
	
	

	4:00
	
	
	
	
	

	5:00
	
	
	
	
	


How Much Time Do I Really Have?




Keep an Interruption Log

The key is to establish selective control;

refocus and harness the time you can control, 

and institute  measures to minimize the impact

 of the demands that you can’t control.

Stephanie Winston, The Organized Executive
TIPS

	Time
	Comments/Activity
	Name
	Huey
	Dewey
	Louie
	
	
	
	
	

	
8:00 - 8:15
	
	
	
	
	
	
	
	
	
	

	8:15 - 8:30
	
	
	
	
	
	
	
	
	
	

	8:30 - 8:45
	
	
	
	
	
	
	
	
	
	

	8:45 - 9:00
	
	
	
	
	
	
	
	
	
	

	9:00 - 9:15
	
	
	
	
	
	
	
	
	
	


Diagnose Yourself

	On  what activities/tasks do I invest the most of my time during the day?

	


The Desktop Dilemma

Many people complain of having too much to do and too little time to do it. With the much-celebrated additions of time-efficiency technology to our work areas, it’s time to reassess the statement, “I don’t have enough time.” Primarily because, time has not changed!  So, why can some people do so much and others accomplish so little?  Is it time, or our poor use of it?

Self-Imposed Desktop Time Wasters

Personal Disorganization

Set clear goals.

Establish priorities and strategies.

Implement your strategies.

Cluttered Work Areas

Don’t use your desktop as a “dumping zone.”

Use a filing system.

Use a wastebasket.

Purge your files periodically.

There Are Also System-Imposed Time Wasters

   Letters, Memos, and E-Mails

Set a specific time to review your mail.

Use a wastebasket (delete key) to sort mail.

Write responses directly on internal correspondence.

Write, and then try to cut length (in half) for clarity.

    And of course . . . people interruptions
Be candid, reschedule.

“Can this wait until I reach a stopping point?”

       Check the next page for the average drop-in and recovery time.

Minimizing Drop-In Visits


· Set a time limit.

· Stand.

· Summarize.

· Have “visiting hours.”

· Look at your watch or a clock.


A

verage drop-in visitor takes 10 minutes.

A

verage recovery time is 5 minutes.


Reduce Trivial Telephone Time


· Set a time limit.


· Use phone mail/E-mail.

· WIFT


· Summarize



· Phrases

· Leaver Request detailed messages.

A

verage unplanned outbound calls take __________

A

verage planned outbound calls take __________


Check Yourself!

1. A subordinate has approached you for help in prioritising his or her tasks. Write your answer in detail here:

2. Describe the use/application of two techniques for managing walk-in visitors:

3. How much time do you really control in a week?

4. List your system-imposed time wasters. What will you do to minimize their effect on your day/week?




“Take charge of your life! To act intelligently and effectively, we still must have a plan. To the proverb that says, “a journey of a thousand miles begins with a single step, I would add the words ‘and a roadmap.’ ”


—Cecile M. Springer



























































Day One























“You can have anything you want . . . just not everything you want! When you say “yes” to one thing . . . you are automatically saying “no” to something else.”


- Barry Pruitt








“A key to controlling interruptions is being a responsible interrupter.”


Connie Kelly


Franklin Quest





What I REALLY Control   ________








Take one percent of your day to gain control over the other ninety-nine percent!




















                  Tip #2 





Follow through on your commitments. 


Be specific about time frames when


you’ll call back and do it. You 


save time by calling the customer back 


as promised . . . even if you don’t have 


all the information.




























































































Hours Per Week   ________





% I Can Control   ________





Estimated Time
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“I’ve got to get back to work.” 








“Can this wait?”








Reduce “social invitations,” i.e. cookies and candy.





Be candid/reschedule.








Refer to appropriate person.
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  80% of 


  your time












































   20%       


   of your results
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  your time
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Objectives of this module are to:





Identify common time 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. 





Make your voice mail messages count - 


“This is Julie Hunt at Maxwell. My number is 334 272 3849.  I’m calling about . . . I can be reached anytime this week after 1100 (11:00 AM). It’s currently 08:15 (8:15 AM) on Monday, June 1. Once again my number is 334 272 3849. I look forward to talking with you. 
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Schedule a Regular Time to Reorganize





Some primary tasks may include:


Sort all loose papers.


Place most-used materials near you (keep them there).


Throw away or move clutter.


Rearrange your workspace for maximum productivity.


Follow the “clean desk” policy.
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