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Time Management

for Procurement Professionals

Paul J. Brennan, FNIGP, CPPO



This course was developed by ProcurePath with the procurement professional in mind. These materials are provided for

informational and training purposes only and are solely intended for use of the procurement sector.

The presentation of this material is meant to convey general and explicit ideas consistent with the way they would be

discussed in a traditional classroom setting. Some ideas and slides may have been lifted without change or attribution from

other presentations and material from the web. Since it is not meant to be disseminated or used outside of the intended

purposes for this class, ideas and actual slides used in these presentations (and those that may be used throughout this

course) may not be cited as to their original sources or presentations. Every effort has been made to cite original sources

or presentations for information and ideas contained in this presentation.
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Introduction

Managing time may sound easy, but the fact is, it can be

quite challenging. The main challenge we all face managing

our time is simply taking control of it. Nowadays we are

swamped with distractions in our workplace, at home, and

even from old habits that leave events, people, and

circumstances controlling our time.

Procurement professionals must continually manage multiple

priorities.

This program will introduce several concepts and techniques

to help us regain control of our time and plan for our

success. We will learn how to:

•

•

•



Effectively manage ourselves first

Analyse our current time habits

Learn some useful techniques and new habits that we

can add to our daily ritual.



These new skills will enable us to use our time, manage our

work environment, and deal with the numerous distractions

and time wasters in our work more effectively.



Notes
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Time Management or Protecting Your Time?

In developing this course and reviewing the multitude of literature on “Time Management”, including recent literature that

has declared “Time Management” as dead; we now question if the term “Time Management” was ever correctly used.

Can “Time” be managed? There is a finite amount of time. Does the amount of time increase or decrease based on the

way it is managed? The answer is no. Time is time and we have the same amount of time every day. Managing what we

do and how we do it, can help us be more productive with the time we have; however; it does not give us more time in any

given day.

What we do with that time, and how we manage ourselves, our environment and our relationships, will result in being

more productive or less productive.

What we discovered in developing this course is that most of us need to learn how to “Protect Our Time”. How do we

protect the finite amount of time we are given, to be the most productive, it both our professional and personal lives?
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Why is Time Management a critical skill for the Procurement Professional?

The functions of the procurement profession are many; and procurement professionals must be multi-taskers, jugglers

and strategic planners. Effective time protection skills are critical when managing the various functions of the procurement

process.

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•



Strategic Planning

Budgeting

Requirements Determination

Buying Plans

Forecasting

Pricing Strategies

Evaluation Strategies

Specifications

Source Selection

Sourcing process

Market Research

Risk Management &amp; Insurance

Contract Administration

Documentation and Reporting

Ethics

Protests

Procurement Technology Management

End User Training

Supplier Training
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The Purchasing professional is always working against the clock.

You have annual budgetary expectations.

You have new projects launching that will require suppliers and parts.

This is like “sense of urgency” but it’s more about how you structure your day.

Are you constantly distracted by your email and smart phone and so you get less done than you wanted to in a day?

You will have countless people coming to your cubicle asking about things and you must manage your priorities.

What needs to be done right now?

What needs to be done tomorrow?

What are B or C priority items that can probably wait forever?   

Tony Pashigian
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Is your work managing you, rather than you managing your work?



While the picture above may be a visual exaggeration, many procurement professionals feel that there is always too much

work on their plate; that they will never get caught up; and live with a sense of hopelessness and despair regarding their

ability to reduce the stress of “getting it all done”.
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Effective Time Management and Priorities Setting



Manage yourself



Manage your

work environment



You are your greatest

asset – Invest in yourself



Technology

Workspace



Manage your

relations

Internal Customers

Suppliers

Supervisors

Elected Officials

Family &amp; Friends
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