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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
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------3

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 & 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 & Friends
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Use Time or Lose It
Imagine a bank that credits your account each morning with $86,400. But, since it doesn’t carry over a balance from one
day to the next, any money you fail to spend today will be deleted from your account. What would you do?
Before closing time, you’d probably draw out every penny, every single day. And—if you’re smart—you’d invest some of it
for your tomorrows.
Each of us has a bank very much like this imaginary one. It’s called TIME. Every morning it credits you with 86,400
seconds. Every night it writes off, as lost, whatever seconds you’ve failed to use to your advantage. It carries no balance.
It permits no overdrafts. If you fail to make full use of the day’s deposit, you lose what you don’t use.
Each of us has the same number of seconds every single day, but we don’t all use them to our maximum advantage, and
we don’t all invest them wisely. The clock is ticking. Don’t let those precious seconds slip away.
We are all probably aware of certain ways that we do not use our time wisely. Are we easily distracted from our tasks by
incoming e-mails and phone calls? Do we stop what we are doing every time we receive an email and phone call with the
intention of providing good customer service? If so, we may be wasting some of our valuable time.

Remember:
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Time Investment
It is a prime principle of time management that time must be invested to save time in the future. Sound preparation for
negotiations may take two hours, but how long will it take you to replace the savings that could have been achieved if the
negotiation goes wrong? No contest. The same principle applies to any system. And, sorting something out so that it
works well on a regular basis is also likely to be time well spent. This last principle is the one that often takes the most
effort.
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Protecting Your Time

The average worker has email message counts close to 50 per day and many workers are well over 100 per day.
Learn to turn your emails into tasks, calendar entries, contacts, or notes.
Using Outlook or another email system effectively protects your time for priorities by blocking out time, protected from
meetings, for work on projects and your highest priorities.
If you block out all your work, you will be in control of your time and be able to determine if you want to give up your
blocked time for a meeting or reschedule the meeting when it is more beneficial to you.
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The 80/20 Rule – Pareto Principle
In 1906, Vilfredo Pareto noted that in his home country of Italy, a small contingency of citizens — about 20 percent — held
most of the power, influence, and money. That, of course, meant that the other 80 percent of the population held only 20
percent of the financial and political power in the country. Pareto found a similar distribution in other nations. In the 1940’s,
Joseph M. Juran applied the same 80:20 ratio to quality control issues. Since then, the business world has run with the
idea of the “vital few and trivial many.”
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What this means is that in all things only a few are vital and many are trivial. This is also known as the 80/20 rule or
Pareto principle. You can apply it to almost any situation. You will notice that:
•

20% of solicitations/contracts account for 80% of savings

•

20% of internal customers generates 80% of purchase requests

•

20% of procurement errors causes 80% of time-wasting problems

•

20% of the meeting time results in 80% of the decisions

•

20% of the items to read on your desk contains 80% of the information you need to know

•

Only 20% of those things that you spend your time doing, produces 80% of the results that you want to
achieve.

Identify the key 20% activities that are most effective (producing 80% of the results) and make sure you prioritize those
activities.

13

Module 1:
Managing Yourself
Key Learning Points:
1 – Setting goals
2 – Making your goals SMART
3 – Planning and scheduling
4 – Evaluate priorities
5 - Reactive vs. Proactive Tasks & Priorities
6 – Analyze your Time Map
7 – What is procrastination?
14

Remember! Always write down your life goals. Very few people do this and the ones that do are usually the successful
ones. Successful people write their life goals down and make sure to keep them in places where they can always see
them (in their car, in their office, or on the mirror). Wherever you decide is the best place, just do it. Whether it is to retire
at age 50, get your dream car, or buy a home on the beach, you will have a much better chance of achieving that goal if
you have it hanging there where you can always see it. The visual image will constantly remind you of how close or how
far you are from achieving it.

Setting Goals Helps You Focus Your Time
15

Why Set Goals?
There are three very good reasons to set goals:
•

You can’t get what you want if you don’t know what you’re going for.

•

A goal has an extraordinary power over the direction of your life and work.

•

Accomplishing a goal is one of the more satisfying pleasures you can experience.

The third reason is enough to get us to start setting some goals. You get such a fantastic feeling after you've set your
mind on a goal, worked hard for it, and finally reach it. This wonderful feeling of accomplishment and self-fulfillment is
worth it. It's one of the best feelings in your life and is something that gives life more worth and meaning.
Many procurement professionals don’t get to enjoy the feeling of accomplishment. While they work hard every day, they
are working in way that their work controls them, rather than them controlling their work. Working in “firefighter” mode is
not a fulfilling way to work. Control your time and get to the finish line.
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Activity – Wheel of Time
Grade yourself based on how much time you spend in each section. Use a scale from 0 to 10: 0 is low, and 10 is high.
What score would you give yourself in each section?
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Notes
Making Your Goals SMART
Specific:
Goals should be simply written and clearly define what you
are going to do.
Specific is the what, why, and how of the SMART model.
Example: By August 1, implement a new performance
management system for Classified Staff, A & P Faculty, and
University Staff using clearly defined processes and
guidelines so employees and managers can more
competently evaluate performance and develop their careers.
Explanation of Example:
“Implement a new performance management system for
Classified Staff, A & P Faculty, and University Staff” = what
“Using clearly defined processes and guidelines” = how
“So, employees and managers can competently evaluate
performance and develop their careers = why

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------18

Notes
Measurable:
Goals should be measurable so that you have tangible
evidence that you have accomplished the goal. Usually, the
entire goal statement is a measure for the project, but there
are usually several short-term or smaller measurements built
into the goal.
Example: By August 1, implement a new performance
management system for Classified Staff, A & P Faculty, and
University Staff using clearly defined processes and
guidelines so employees and managers can more
competently evaluate performance and develop their careers.
Explanation of Example:
The essential metric is whether the system is operational by
August 1st.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Notes
Achievable:
Goals should be achievable. They should stretch you slightly
so you feel challenged but defined well enough so that you
can achieve them. You must possess the appropriate
knowledge, skills, and abilities needed to achieve the goal.
You can meet almost any goal when you plan your steps
wisely and establish a timeframe that allows you to carry out
those steps. As you carry out the steps, you can achieve goals
that may have seemed impossible when you started. On the
other hand, if a goal is impossible to achieve, you may not
even try to accomplish it. Achievable goals motivate you and
your employees. Impossible goals do the exact opposite.
Example: By August 1, implement a new performance
management system for Classified Staff, A & P Faculty, and
University Staff using clearly defined processes and guidelines
so employees and managers can more competently evaluate
performance and develop their careers.
Explanation of Example:
For you to reach this goal, you must have a skill set, in this
case in performance management. This skill set allows you to
understand the nature of the goal, and the goal must present a
large enough challenge for you to remain interested in and
committed to accomplishing it.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Notes
Results-focused:
Goals should measure outcomes not activities.
Example: By August 1, implement a new performance
management system for Classified Staff, A & P Faculty, and
University Staff using clearly defined processes and
guidelines so employees and managers can more
competently evaluate performance and develop their careers.
Explanation of Example:
The result of this goal is a process that allows employees and
managers to more competently evaluate performance and
develop their careers, not the individual activities and actions
that occur to make the goal a reality.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Notes
Time-bound:
Goals should be linked to a timeframe that creates a practical
sense of urgency or results in tension between the current
reality and the vision of the goal. Without such tension, the
goal is unlikely to produce a relevant outcome.
Example: By August 1, implement a new performance
management system for Classified Staff, A & P Faculty, and
University Staff using clearly defined processes and guidelines
so employees and managers can more competently evaluate
performance and develop their careers.
Explanation of Example:
August 1, provides you with a time-bound deadline.
The concept of writing SMART goals is very important for
accomplishing individual goals which in turn are linked to
department, division, and overall company/organization goals.
It is also critical for ensuring effective communication between
employees and supervisors so there are no surprises during
annual performance evaluations.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Example of a SMART Goal
“I will learn how to write effective specifications by taking the night class offered on Wednesdays from 7 – 10 pm at my
local community college. I will enroll and begin next week August 29th and complete the fall course.”
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Which of the Following is a SMART Goal?
1. To create reports for Johnson LTD. by January 30th from the data provided by them.
2. To write a 30-minute speech for the rotary club next Monday.
3. To have sold 40 high-end vacuum cleaners from the York warehouse by March 14th.
4. Interview all team members to identify their current IT skills and discuss further training they want to have.

#3 is the only effective SMART objective. It is specific, measurable, achievable, related to the job, and has a clear time
limit.
#1 is not measurable because it does not give enough information about the content, layout, etc., to know whether the
reports are of the required standard.
#2 is not sufficiently specific – it doesn’t indicate the subject of the speech.
#4 does not contain a time limit for the task.
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Planning and Scheduling
Planning is not as complicated as the word planning may imply. It's actually a very simple and straightforward process.
You plan to start from your daily to-do list all the way to planning your PDP (personal development plan) or planning to
achieve your life goals.
Step 1: Write down your plan goal.
Each plan is created to achieve a specific goal. Make sure that goal is crystal clear and written down. You must define
exactly what it is that your plan is supposed to achieve.
Step 2: Brainstorm all steps that need to be done.
The second step in planning or to start creating any plan is to simply think and put down all the steps that need to be done
to reach your specific plan goal.
Step 3: Put activities into order
The next step is to prioritize or organize the steps and actions. Think of which steps must be completed first and which
steps depend on others, and then put them in a logical order.
Step 4: Identify who will complete each activity
Which steps of your plan will you complete and which steps will you need to depend on others to complete? You need to
identify who is responsible for each step.
Step 5: Build milestones to monitor
An essential step for your plan is to build milestones and checkpoints within your plan. You will want to constantly monitor
both quality and deadlines at each step.
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The Big Planning Tip:

When planning, use both sides of your brain. Do not make your whole
plan at one time. Take a break, and come back to finish it later.
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Notes

Activity: Arrange the Cards
In your team, follow trainer's instructions.

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Notes
Planning vs. Scheduling
The invisible line that separates planning and scheduling is
marked by the process of determining the timing of events or
activities in a project.
Planning determines who will perform the activities, what
activities will be performed, and how the activities will be
performed.
Scheduling deals with when the tasks will be performed.
This, in turn, means that we are determining the relative order
of activity performance known as the sequence of activities.
Suffice it to say that the scheduling process comes after the
planning process.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Activity: Smart Goal Development and Planning Exercise
Develop a work-related or personal SMART Goal
Using the SMART goal, you developed:
✓ Brainstorm all the activities you will need to do to accomplish your goal.
✓ Arrange your activities in order.
✓ Determine if you will have other people complete some of these activities.
✓ Turn each activity into a SMART goal.
✓ Set a time to communicate the plan to other people that are involved.
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Notes
Evaluate Priorities
Urgent vs. Important
Even the best time management schemes and life plans can
come to grief if you don’t have the habit of discriminating
between the urgent and the important.
•

Surprisingly, few tasks are both urgent and important.

•

Urgent tasks assume importance simply because they
seem to demand immediate action (e.g., A colleague
comes into your office and says he must have certain
work typed by the end of the morning. If he is good at
selling himself, you tend to oblige, and put more
important but less urgent tasks on the back burner).

•

Since most people confront “urgent” problems nearly all
the time (a telephone call, someone walking into the
office with a query) long-term goals are consistently put
aside for the sake of the “urgent.”

•

Many important tasks only get done when they become
urgent as well.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Recognizing Priorities - the solution is to develop a sixth sense for assessing whether tasks are
important or urgent. You need to be capable of judging their status instantly so that outside requests can be rejected or
undertaken on the spot. A useful planning tool is the Urgency/Important Matrix shown below.

Important

Highest

▪ Planning
▪ Relationships
▪ Empowerment

▪ Crisis
▪ Present Problems
▪ Dead-line Driven

▪ Internet surfing
▪ Some phone calls
▪ Irrelevant e-mail
▪ Excessive meetings

▪ Interruptions
▪ Some phone calls
▪ Some emails
▪ Some reports
▪ Some meetings

Zero

Urgent

Highest
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Notes
In Which Quadrant, Do You
Currently Spend Most of Your
Time?
Quadrant # 1: If you spend most of your time in this
quadrant, it means you are fire-fighting all the time and need
better planning.

Quadrant #3: If you spend most of your time in this quadrant,
it means you are letting others control your time, and you
need to be more assertive and take more control of your time.

Quadrant # 4: This quadrant is a complete waste of time.

To make the best use of your time you
should be spending most of your time in
Quadrant # 2.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Reactive vs. Proactive Tasks & Priorities
In his book The Seven Habits of Highly Effective People, Stephen Covey identifies two types of tasks – proactive and
reactive. The difference between these types of tasks, he says, is crucial to how we set priorities. To run a business or
organization smoothly, you need a mix of proactive and reactive tasks in your daily list of things to do.

Reactive Tasks
Reactive tasks are regular or routine tasks that need to be done. They’re necessary for the smooth and efficient running of
your business. They may be things you do for clients or customers. They don’t bring long-term results, but they get the
routine work done.
To state it as simply as possible, proactive tasks are those you want to do. Reactive tasks are those that other
people want you to do, or that your business requires you to do. Reactive tasks come from outside of you.

Proactive Tasks
Proactive tasks are those that relate to the big picture. These are things that don’t bring immediate results but rather longterm benefits, such as seeking out business opportunities, offering to help a colleague, updating your website, or posting
content for backlinks. These are tasks you do regardless of outside circumstances or pressures.

Why It Matters
The reason it’s important to consider proactive vs. reactive tasks is that both are needed. You need the long-term benefits
proactive tasks bring as well as the reactive tasks’ daily running of your operations. But when we get busy, the
proactive tasks often get forgotten, and then their long-term benefits disappear.
Unlike reactive tasks, there are no negative consequences to not completing proactive tasks (at least not now). If you
don’t seek out any new business opportunities this week, you’re not going to have an angry client or any other immediate
problems as a result.
Proactive tasks are easy to procrastinate because they don’t feel urgent. They also require more critical thinking, which
may make them challenging. Make sure you’re working on proactive tasks and not just reactive ones.
(13 November 2014 | Workingforabetterlife.com)
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Reactive Priorities

Proactive Priorities

•
•
•
•
•

•
•
•
•
•

Meetings
Messages
Crises
Unanticipated Events
Interruptions

Thinking
Strategy
Prevention
Longer-term activities
Relationship Building
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Notes
Putting Your To-Do List into
Your Daily Ritual/Routine

If you add writing down a daily to-do list into your daily
routine, you can take a huge step towards being more in
control of your time as well as being more productive and
organized.
Each of us has his/her own rituals. Some of us need a cup of
coffee first thing in the morning; others need to read the
newspaper. Whatever your ritual is, try adding writing your todo list into your daily routine or ritual.
Do it in the morning in the beginning of the day or at the end
of day for the next day. Whatever suits you, writing down your
daily to-do list will have a significant impact on your overall
productivity and organization.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Notes
A To-Do List Must Be:
•

Done daily

•

Prioritized based on your goals

•

A single list instead of multiple lists

•

Kept in plain sight

•

Taken with you wherever you go

Prioritizing Your To-Do List
Keeping a properly structured and thought-out to-do list
sounds simple enough. But, it can be surprising how many
people fail to use to-do lists at all, never mind use them
effectively.
In fact, it's often when people start to use to-do lists
effectively and sensibly that they make their first personal
productivity breakthroughs and start making a success of
their careers.
To effectively use a to-do list, it must be prioritized according
to your priorities.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Notes
The Most Common System of Prioritizing: A-B-C-D system
•

A Goals:

High Value

•

B Goals:

Medium Value

•

C Goals:

Low Value

•

D Goals:

Delegate

•

F

Unimportant

Prepare your daily to-do lists in two simple steps:
Step 1:
Write down all the tasks that you need to complete. If they're
large tasks, break out the first action step, and write this down
with the larger task. (Ideally, tasks or action steps should take
no longer than 1 – 2 hours to complete).
Step 2:
Run through these tasks allocating priorities from A (very
important or very urgent) to F (unimportant or not at all
urgent).
If too many tasks have a high priority, run through the list
again, and demote the less important ones. Once you have
done this, rewrite the list in priority order.
Key point: A to-do list will not help you much if it is not
prioritized. So, make sure to take the time and assign priorities
according to the A, B, C, D system to your to-do list.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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Notes
When to Do It?
At the end of the previous day
This allows you to tidy up loose ends and focus on tomorrow’s
priorities. If you tend to think about work during your quality
family/social time, this is a good way of “putting your worries
away in the drawer,” or leaving your work at work.
OR
At the beginning of the day
This allows you to focus on the day ahead before getting
involved in the details. This is good for putting into perspective
those tasks you thought were a bit scary yesterday. They
often look less frightening after a good night sleep!
Whatever your preference, choose which suits you best; and

JUST DO IT!

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
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How to Do It?
1. Make a list of all the tasks that need to be done over the
next few weeks, whom they’re for, and when they’re
required. You don’t have to write them up in priority order
at this stage.
2. Review yesterday’s plan. Transfer any outstanding tasks
to today’s plan.
3. Check your weekly plan. Transfer across any tasks for
completion today.
4. Look at today’s commitments and allocate time for
preparation.
5. Prioritize your list into A, B, C, and D categories, as
defined on page 31.
6. Now prioritize your A, B, C, and D categories further into
1’s, 2’s and 3’s.
7. Get your calendar with hour by hour timeslots, and place
your tasks into the most appropriate spaces.
8. Remember to build in contingency time for unexpected or
urgent tasks that may come up during the day.
9. Oh, and don’t forget your lunch and coffee breaks too!
(This is quality recovery time).
A final word on to-do lists: many people find it helpful to
spend, say, 10 minutes at the end of the day, organizing
tasks on their to-do list for the next day. Those are usually
the successful ones.

Notes
--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------40

Daily To-do List Tips
Don’t put too much on it.
Be realistic in your expectations and your time estimates. Make a real-world list, not an itinerary for fantasyland.
Otherwise, you’ll spend the day running late, running scared, and just flat-out running to catch up. You won’t even have
time to notice how your efficiency drops as you become cranky and exhausted. Put some breathing room in it.
Overestimate commute and meeting times.
Figure in the wait before a meeting, the time spent on hold, the traffic backup. Due to Murphy’s Law, planning for a
possible traffic jam ensures that it won’t occur and you will arrive early at your destination. Allowing yourself just enough
time for your trip, however, guarantees a delay. Now you know.
Don’t carve it in stone.
Your list should be flexible if it will do you any good. Be ready to make amendments as your day progresses. Remember,
nothing always goes according to plan 100%, so expect to make changes and roll with the punches.
Order your to-do list creatively
Make sure the most important tasks get done before you drown in a sea of relative trivia. Answer the e-mail first if it’s
absolutely the top priority on your list. If it isn’t, schedule it for later in the day, or if possible, establish one or two periods
at the same time every day to tackle e-mail. Don’t do it first simply because it’s there, demanding attention, or because it’s
relatively easy, or because you’ve gotten into the habit of doing it first. It’s too easy to be caught up in an extensive e-mail
conversation on a marginal project and find that half of your morning is shot.
Schedule breaks, time-out time, and rewards
Most of us schedule “rest” for last—if we schedule it at all. By the time we get to it, if we get to it, it’s too late to do us any
good. If you don’t put rest on the list, you won’t do it. So, put it on the list with a start point and an end. And, don’t save it
for last. Plan to rest when it will do you some good, before you become too tense or exhausted. Brief rests at the right
times will help you maintain a steady, efficient work pace.

If we don’t reward ourselves, most of the time no one else will
41

The NOT To-Do List
Author Michael Le Boeuf offers a fascinating idea that may serve to free the spirit as well as some much-needed time. His
idea: create a “not-to-do” list which he believes should include the following kinds of items:
•

All low-priority items, unless you’ve successfully completed all your high-priority items.

•

Anything you could reasonably delegate to someone else.

•

Demands on your time from others that are either thoughtless or inappropriate.

•

Any errand that, if ignored, will have minimal consequences.

•

Anything you might have done for someone else that the person should be doing for himself or herself.

How many times do you just do it yourself, because if will be faster than having
the person that should be doing it, do it? This creates a never-ending cycle of
wasted time.
There’s a kind of exhilaration in setting down on paper a list of things you’re not going to do. You can mentally total up the
minutes you’re going to save by not doing them. The sense of freedom that this little exercise engenders can work
wonders on the subconscious and can even lower your level of stress.
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Blocking Time for Important Work
•

Identify a time each week when you’re least likely to have vital interactions. Block off that time (at least two hours)
on your calendar or weekly organizer for uninterrupted work. You need not even know what you’ll do during that
period: there will always be something. (If not, though, you can always work on those A priorities).

•

Find a “secret” place to work. Often, there’s some conference room, function hall, or other space in your building
where you could go and work, uninterrupted and undiscovered. When you feel the need to work undisturbed, go
there. It might even be someplace unexpected, like the local library or a seldom-used corner of a nearby hotel’s
lobby. (This strategy works for some home responsibilities, too).

•

Come to work very early or stay late. The times when others aren’t in the office and callers don’t expect you to be
there can be the most productive of all.

•

Have lunch when no one else does. If your stomach can accept it and your schedule permits it, eating lunch at 11
a.m. or 2 p.m. will carve out that 12-to-2 block of time for what can be a relatively quiet period in the office.

Practice Effective “Clustering”
Clustering refers to the practice of assembling tasks. Clustering—for many reasons—makes activity far more fruitful,
efficient, and compact. One example: paying bills. Should you deal with them daily, as they come in, or pay them off in
groups, perhaps once a week, when you’re free to do so? The latter course of action generally works far better. For
example, you need to get the checkbook and stamps out or logon on to BillPay only once. More important, you’re not
letting the chaotic flow of incoming bills dictate your behavior.
Clustering works especially well with outgoing phone calls. You assemble your list of phone calls to make the night before,
then make them all during one block of time, preferably when the people you’re calling are likely to be in and not barraged
with calls from others.
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To-Do List

Activity: Write Tomorrow's
To-Do List
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Analyze Your Time Map

My Daily Goal:

Deadline:

1. ________________________________________

_________________

2. ________________________________________

_________________

3. ________________________________________

_________________

4. ________________________________________

_________________

5. ________________________________________

_________________

Priority: 1 - Very Urgent; 2 - Important; 3 - Routine; 4 - Trivial
Time

Activity

Time
Used

Time
Wasted

Priority Comment
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My Daily Goal:

Sample Completed Time Map

Deadline:

1. Make phone call to J Cooke

10:00 am

2. Prepare sales report

1:00 pm

3. Develop marketing plan

4:00 pm

4. Ask Barbara about review

2:00 pm

5. Clear space around desk

5:00 pm

6. Tell Harry about vacation days

3:00 pm
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What is Procrastination?
Procrastination is simply defined as “putting off work on something that needs to be done.”
We usually tend to procrastinate because we are afraid of the task; we are so overwhelmed that we don't know where to
start; we don't like the task, or find it very boring. But, the problem with procrastination is that important tasks end up not
being done.

What to do about it?
•

Just start!

•

Spend time breaking down the activity into bite-size chunks – the Swiss cheese technique. The Swiss-cheese
approach: Poking little holes in the task when biting into a major or complicated task seems overwhelming. Start
with the easier pieces — the aspects that you know you can complete quickly and with little effort. In this way, you
poke holes in the project, making lighter work of the steps that remain after you polish off the manageable aspects.

•

Schedule completion of chunks over a period of time.

•

Avoid "analysis paralysis.”

•

Set a start time and a deadline, then stick to it.

•

Be realistic about the deadline. Don't allow yourself to be under so much pressure that it leaves no time for
corrections.

•

Determine what motivates you and reward yourself as you complete portions of the task

DO THE WORST THING FIRST!
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Notes

Activity: Overcome Procrastination
In your group, brainstorm ideas to help you overcome
procrastination. Try to be creative. The team that wins
will have the most unique ideas.
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What Can You Do in 5 Minutes?
✓ Return an e-mail.
✓ Make an appointment.
✓ Leave a voice-mail message.
✓ Write a page of text.
✓ Create an agenda for a meeting.
✓ Research a point.
✓ Write a thank-you note.
✓ Locate a missing source.
✓ Ask a colleague a question you need the answer to.
✓ Read a short message.
✓ Clarify something you were unclear about.

Save 5 minutes every working day in the year (Approximately 230 days) and you save nearly two
and a half days!
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Notes

Activity: Time Management
Self-Evaluation
Get a general evaluation of your time management habits
by answering the quick self-evaluation.
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Module 2:
Managing Your Work Environment
Key Learning Points:
1 – Identify time bandits
2 – Dealing with e-mail
3 – Manage meetings effectively
4 – Filing and finding
5 – Dealing with paperwork
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Notes
What are Time Bandits?
How can we define them?
•

Anything that decreases your productivity and
effectiveness

•

Anything that causes you to shift your focus away from
your number one priority

Activity: Time Bandits
Part 1: In your team, brainstorm as many Time Bandits as
possible.
Part 2: Now try to think of solutions to each Time Bandit on
the chart.
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Common Time Bandits

1. Drop-in visitors
2. The telephone
3. Badly managed meetings
4. Waiting time/travel time
5. Confused responsibility/authority
6. Lack of standards and progress reports
7. Unclear communication
8. Unskilled staff

Notes
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Drop in Visitors
The following are some ideas that can help you deal better with people dropping in suddenly without a scheduled meeting.

•

Close your door and leave a note saying when you’ll be available.

•

Stand up and keep standing when the visitor walks in.

•

Greet the visitor; explain you’re working toward a deadline.

•

Set a time limit for the visit.

•

Make an appointment for a more convenient time.

•

Walk towards the door as you acknowledge and summarize.

•

Rearrange your office layout.

•

Go to their office so you’re in control of when you leave.

•

Ask them to help you with your work.
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Notes
Dealing with E-mail
1. File and delete aggressively. Once you’ve read an email, decide whether you are going to do something about
it. If you don’t have an immediate action item from the email, immediately file it away or delete it and get it out of
your inbox ASAP.
2. Stop using the Inbox as a to-do list. If you do have
something that you need to have as a reminder for tasks
you need done, stop using your e-mail for it. Instead, log it
on a separate task list and file the e-mail away. Barring
that, a quick band aid solution? Create a TO-DO folder and
file your task e-mails in there. Just get them out of the
inbox and review your TO-DO folder once a day.
3. Prioritize; Then Respond. Your time is valuable- and
most e-mail is urgent rather than important. Don’t reply
right away – instead, prioritize replying to e-mail like any
other task. This will help you manage your time better in
general, but for e-mail specifically: it’ll end up discouraging
people from e-mailing you with urgent, but ultimately not
very important tasks
4. Use text expansion to save yourself hours of typing. If
you find you're typing a lot of the same phrases repeatedly
in e-mail, it's time to automate that. That way, when you
need to type a canned response, an address, or any other
tedious amount of text, you can just hit a few keys on your
keyboard and be on your way to the next e-mail.

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

56

Notes
5. Triage your e-mail to an empty Inbox. The best way to
get your Inbox to zero is to get your e-mail out of your
inbox. Act on it; then archive it away. Triage your inbox
with the trusted trio of folders: Follow Up, Archive, and
Hold. If you can get by without ever leaving a Read
message in your inbox, you'll be able to achieve that
mental peace you've always wished for.
6. Set two times a day to read, respond, and send. Of course, it
will depend on the type of work you do and what kind of support
you should be providing to your front-line team. Setting specific
times, a day to check, respond, and send e-mails will allow you
to take more control of time spent on e-mail.
7. Turn off sound alerts unless you are expecting an important
e-mail message. Again, the idea here is to be in control of your
inbox and not let it control you. If you have a sound alert on your
e-mail software, turn it off; otherwise, a message will easily
distract you, and you will not be able to focus on other tasks you
are doing.
8. Install a good spam filter and remove yourself from group
lists. You can avoid receiving many unnecessary messages
with only a few actions. We all have unnecessary groups we
once joined or irrelevant newsletters we signed up for. With a
little work from our side, we can unsubscribe to several
unnecessary and unwanted e-mails.

9. Scan Subject lines for important messages. You can
easily prioritize the messages you receive everyday by just
scanning subject lines and deciding what to do with it.
10. Handle each e-mail message only once. Respond to it,
file it, or delete it.
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Microsoft Outlook Essentials
Millions of people use Microsoft Outlook to manage their
email and calendar, at work and at home. That’s a testament
to its usefulness – but the truth is that few of us really know
how to make the most of its features. Learning a few simple
tricks can save you time, help you work more efficiently and
synchronize home and work life.
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Turn Off E-mail Notifications
Turn E-mail into Tasks, Calendar Entries, Notes
and Contacts – learn to drag and drop.
Insert Documents and E-mails into Tasks,
Calendar and Contact entries.
Master the Rules Wizard
Use Colors
Auto-Send E-mail to folders by Sender or Address
Auto-Send E-mail to folders by Content or
Keyword
Learn to use Advanced Find
Archive your data
Print in various formats
Learn to plan Group Meetings
Set Up a Prioritized Daily Task List
Schedule your Planning Time
Start up in your Tasks or Calendar rather than
your inbox
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Telephone Disruptions
The following are best practices for dealing with telephone disruptions and not being at the mercy of your phone all the
time. Most of us feel that once the phone rings we must pick it up. This puts you under the complete control of your phone
and whoever is calling. When the phone rings, you do not need to drop everything to answer the phone.
Establish a specific time to make and return calls that fits most conveniently into your daily schedule. Remember, the key
here is to always take control of your time and not let yourself be a victim at the mercy of events and other people
surrounding you.
•

Forward to voice mail.

•

Screen your calls.

•

Establish phone hours.

•

Set a convenient block of time each day to return all calls.

•

Be prepared when returning calls.

•

Decide what action you want them to take and by when.

•

Keep socializing to a minimum.

•

Thank and say good-bye courteously as soon as your business is
concluded.
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Waiting and Travel Time
We spend a lot of our time waiting. Whether we like it or not, a big part of our life is spent waiting for things to happen, for
a plane, at the doctor's, or even waiting in traffic.
Do the following and give up waiting time forever.
•

Use wait time to plan how you will achieve your priorities. (Work on your to-do list.)

•

Write down all the tasks you want to accomplish.

•

Bring work with you that can be done in an airport or a waiting room.

•

If you do not have work to do—read a business book that will empower you and enhance your work experience.

•

Get some audio books and listen to them in your car while you are driving. Make the best possible use of these
long minutes in traffic jams.
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Notes
Manage Meetings Effectively
Meeting Pitfalls
•

Too many meetings

•

Too many participants

•

No real purpose

•

Too long

•

Platform for the talkative people

•

Few decisions come out of them

•

Make straightforward issues complicated

•

Often slow things down
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Planned Effectively, Meetings Can Be an Excellent
Means of:
•

Communicating to a group

•

Meeting people face-to-face

•

Improving the quality of decisions

•

Getting to know people

•

Drawing from a variety of different experiences

•

Building teams
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Successful Meeting Planning Tips
•
•
•
•
•
•

Ask yourself if you really need to call for or attend a
meeting.
Avoid holding meetings simply for the sake of it.
Start on time—end on time.
Set ground rules.
Prepare and circulate an agenda with time limits and
written goals for each topic.
Invite only the people who have input to the agenda.

• Agree on the action that needs to be taken as the last
point for each item on the agenda: who, how, and
when.
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Notes
Organizing Your Workspace
There are generally two points of view regarding messy
desks.
Some say that “A cluttered desk reflects a cluttered mind."
Others say, “An empty desk reflects an empty mind.” No
matter which group you vote for there is no doubt that
working in a clean, neat, and organized place reflects not
only our state of mind, it gives a sense of calmness and
control. This reflects positively on our performance, we can
find things more easily and get tasks done faster.
It's said that on average we spend around 45 minutes per
day looking for things we misplaced, starting from your keys
in the morning to that important report you knew you left
there on your desk.
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Filing and Finding
What You Will Need:
✓ Desk organizer
✓ Inboxes and Outboxes
✓ Filing cabinet with a lot of space
✓ Coloured file folders
✓ File folder labels
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Filing and Finding
Naming Files and Organizing Them with an Electronic Tree

Build your filing tree Create sub-folders for
smaller more specific
categories.

Requisitions to be
processed

RFQ’s
Start by creating categories
with one folder for each
major area.

Formal Solicitations

Contract
Extensions

Date/
Customer

Commodity
/Service

ITB or
RFP

How do you
need to access
information?

Date
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Naming Files and Organizing Them with an Electronic Tree
The principles of organizing and naming your files, whether physical or electronic, are very simple. The most important
question you need to ask yourself is, “How do you need to access information?” Give this question some thought and
identify what is the easiest or the most common way you will need to access your files; is it by date, by name, by subject?
…etc.
Start by creating categories for your electronic files with one folder for each of your major areas of responsibility. Typical
categories may include requisitions, solicitations, customers, invoices/accounts payable, etc.
Build your filing tree structure as shown on the previous page in the form of an outline of major folders and the subfolders
to go beneath them. We recommend you sketch this on paper or on your computer first before you begin to file individual
documents. Do not start filing and then try to organize your files. It’s difficult to see all your files at once on a computer. So
that strategy rarely works, and it’s not the best approach.
Having at least a rough outline of the files and folder on your computer or on paper before you begin eliminates a lot of
copying, cutting, pasting, wasted time, and frustration.
If your projects are very large, break them into smaller, more easily accessed files. Here are a couple of basic
breakdowns for your filing system:
•

If you do the same set of projects for several different customers, you may want to file under customer names.

•

If you’re going to file by name, decide whether to file by last name, first name, or the name of the company that
person represents. (Does your client Bill Peters of Houston Cab Company go under b, p, or h?) Whatever you
decide, stick with the system for all your files so they’re grouped together and easy to retrieve.

•

If you’re prone to look for files by date or if your files are continually evolving with newer versions each time they’re
used, structure your system so that the date information is always part of the file or folder name.
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•

If you primarily access information based on when it was created, regardless of the client or project, the date it was
created is the most important item in your document or folder title. If due date is more important, make that part of
the file name.

Inconsistency and even spelling or punctuation errors can send your folders and files to unintended locations. This can
make them difficult if not impossible to find later. Your computer organizes files in alphabetical and numerical order, so set
some guidelines for how you plan to name your files before you start. For instance, regardless of where you place a date
in your document or folder name, you need to create your date the same way each time. July 11, 2015 ends up in a
different location than a document titled with 7-11-2015 or even 071115. Also, be consistent in whether your date comes
at the end of the file name or the beginning.
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Notes
Dealing with paperwork
Cluttered desks aren’t conducive to clear and creative
thinking. Start by clearing your desk of all unwanted items.
The biggest rule in handling paperwork: Handle each
document or piece of paper only once. When a piece of paper
comes into your possession you must deal with it right away,
do one of three things:
1 – File it
2 – Act
3 – Dispose of it
Keep the following tips in mind when dealing with paperwork.
These tips also apply to e-mail.
•
•
•
•
•

Address it immediately and dispose of it.
You should not retain any piece of paper longer than
necessary.
If it's trash, put it in the can or shredder.
If it needs to be filed, put it in the file right then, or give
it to someone to do so.
If it requires action, take the action immediately, or if
that is not practical, place in a "to-do" pile. (To-do's
should be dealt with before you leave work that day....
either complete the task, or schedule when it will be
completed.)
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Module 3:
Managing Your Relationships
Key Learning Points:
1 – Learn to delegate
2 – Learn to say 'NO'
3 – Manage stress effectively
4 – Personal Action Plan
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Notes
Learn to Delegate
Delegation is a valuable tool that many of us hesitate to use,
and it has been the downfall of many potential successful
people. The biggest barrier to delegation is overcoming the
attitude that you must do it all! It becomes a curse when you
adhere to the adage, "If you want something done right, do it
yourself."
Delegation is very different from simply assigning someone a
task or project that falls into his or her established job
description or requirements. When you delegate, you give
someone else one of your job tasks to complete with the
authority and control to complete it properly.
Delegation is not abdication. You share accountability for the
assignment, which is why you establish checkpoints to monitor
overall progress. Just as the outcomes of your entire
department are your responsibility, you are also responsible
for the ultimate success of the delegation process.
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Notes
When to Delegate?
When should we delegate?
You should delegate when the task:
•

Is not your strength and someone else has more skill

•

Requires a lower level of expertise

•

Will take more time that you have and someone else
has the time

•

Would be a good training opportunity
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Seven Delegation Steps
1. Explain why the job is important.
It's very important to explain the importance of the task to
the person you are delegating to. Stressing the
importance of the task is essential to motivate the person
to do his/her best.
2. Describe what is needed in terms of results.
Make sure the results you expect are very clear. Invest
the time to write them down. Mutually agree with the
person you are delegating the task to on the results. Make
sure he/she knows exactly what needs to be done.
3. Give the person the authority they need to do the job.
It's also very important to make sure the person you are
delegating to has full authority he/she will need to perform
the required task. Does he/she need permits, access to
places, or information to complete the task?
4. Indicate when the job needs to be completed and get
agreement.
Mutually agree on timelines and that they are clearly
scheduled in advance.
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Notes
5. Ask the person to tell you his understanding of the
task, deadlines, etc.
It's always a very good practice to get the person to explain
to you what the task is and what he/she will be doing. It's
very important to ensure he/she has the correct
understanding of what is required exactly in each step of
the task.
6. Never ask the question “do you understand?”
We recommend you never ask this question when
delegating a task. If you ask this question, the person will
probably answer, “Yes, I understand,” but it's not
necessarily true. No one wants to look stupid. Instead of
asking this question, ask the person to explain to you
what he/she will do exactly.
7. Check back on progress long before deadline.
It's also very important not to dump the task on that
person and forget about him/her until the agreed deadline.
It's good practice to keep checking back on how he/she is
progressing. Do this early on to make sure he/she is going
in the right direction to get the results you expect.
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Before You Delegate
Identify the task.
Make sure you clearly define the task first. Include the
specific results you want to ensure you can delegate it
correctly.
Identify the right person with the right skills, ability, and
time.
It's your responsibility to choose the right person to get the
task done with the desired outcome. It's important to choose
the right person for the right task. Don’t be too quick to
choose the person who you always know you can depend on.
Assess the skills and the experience of your delegation
candidates as objectively as possible. It's also very important
to choose the person who has the time to do the task so you
are not giving someone else a time problem.
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During Delegation
Outline the task with the person including their authority.
Make sure the person understands his/her level or degree of authority as well as other available resources.
Be clear about the results you want.
As mentioned earlier, investing time in writing down what's needed is important in terms of results to ensure clarity of the
task objectives.
Write the expected result as a SMART goal.
This will help clarify to the person what is expected of him/her precisely and ensure no confusion about what you require.
Allow the person to contribute his/her own ideas.
It's important to give the person an opportunity to make suggestions or voice ideas. He/she may draw your attention to
something that you may have missed or may come up with a better way of doing things. Giving the person an opportunity
to contribute his/her own ideas also gives a sense of ownership, and he/she becomes more committed to doing a great
job.
Check understanding by asking the person to summarize and ask questions.
To ensure you and the person you are delegating the task to are aligned and have the same understanding about the task
and the results expected, get the person to summarize what he/she is going to do exactly. Remember not to ask the
question “do you understand?"
Set mutually agreeable procedures and checkpoints.
Periodically checking back on progress of the person is extremely important to ensure he/she is on the right track. Get
agreement in advance about checkpoints and milestones. There may be a need to adjust procedures and goals.
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After Delegation
Follow-up at Checkpoints
Following up at the agreed checkpoints is crucial to ensure
he/she is on the right track. It also gives the person
encouragement knowing you are supporting him/her and that
he/she can turn to you for help when needed.
Give Positive and Constructive Feedback.
Regardless of how the person is doing on your follow up at
checkpoints, it's important to give positive and constructive
feedback. Recognize the effort, suggest improvements for
next time, and transform the whole process into a learning
experience for you and for the person to whom you
delegated.
Make Yourself Available.
Make sure you make yourself available for any questions or
assistance, ensuring that the person you delegated the task
to knows how to easily get in touch with you if needed.
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Notes
Accept Risk and Avoid Perfectionism.
You chose this specific person to delegate this task to. So, if
the task is not completed successfully, then be ready to
accept the risk. The responsibility remains with you, and it's
not fair to expect the task to be completed perfectly. The
person is doing it for the first time. Remember the first time
you did this task. Did you do it perfectly the first time?
Limit Standards to What's Acceptable and Expect a
Learning Curve
Do not set very high standards, especially when that person
is doing the task for the first time. It takes time to learn to do it
perfectly. Always expect a learning curve.
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Activity: Delegation Skill Practice
Think of the one task you hate the most in your job.
Finally, you have the chance to delegate this task to your
newly appointed personal assistant.

.
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Learn to Say “NO”
One skill you need to master to take better control of your time is the skill of saying 'NO" without affecting your
relationships. Saying no is difficult, but sometimes it’s necessary.
How to Say "NO"
The way you say “NO” matters, especially your tone of voice or how you say it.

You can say it in an aggressive manner and damage the relationship between you and the person asking your assistance.

You can say it in a passive manner, and people will not take you seriously. It would not sound more like an ‘alright’ than a “NO”.

You can say it assertively, and people will take you seriously. You will not damage your relationships.
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Before You Say “NO”
Before you rush to say no, you should listen carefully to what you are being asked to do. Maybe it's something you can
easily do, or even something that would be in your best interest to do, a new learning experience for example. The point
here is to listen carefully and understand completely what you are being asked to do. Maybe it's better to say “Yes” to this
one.
If you should say “NO," just say it. Be firm and polite. It is much better than letting them down later.
Recommended Saying “NO” Process
Psychologists have identified a four-step process that makes saying no safe, diplomatic, and effective:
Give a reason.
To simply decline to do something seems arbitrary, lazy, or irresponsible. If you give a good, solid reason for your
decision, it will show that you’re reasonable.
Be diplomatic.
Saying no can hurt, upset, or even anger the person to whom you’re saying it. Tact is essential when turning down
anything.
Suggest a trade-off.
If you explain that you’re willing to find some other way to contribute, you’ll underscore your goodwill. For example, if
your boss suggests you do something, and you’re convinced that you’re the wrong person to do it, explain your
perceptions and suggest taking on another task that you know needs to be done.
Don’t put off your decision.
“Let me think it over ...” is probably the most common way for people to postpone an inevitable “no.” And it’s utterly
unfair. Be courageous. If you know that you cannot or will not do something, be decisive and say it, then and there.
Delaying a decision is only justified in intricate situations.
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Notes
Manage Stress Effectively
Stress is our body's reaction to any change that requires an
adjustment or response. The body reacts to these changes
with physical, mental, and emotional responses.
When used in physics, stress is defined as “the external
pressure applied to an object,” but what we are concerned
with is the stress we get under in our normal everyday life on
our job, traffic, home, etc.
A popular definition of stress is “the result of a person being
pushed beyond the limit of their natural ability.”
Stress is a normal part of life. Many events that happen to
you and around you – and many things that you do yourself –
put stress on you and consequently on your body. You can
experience stress from your environment, your body, and
your thoughts.
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Is Stress Bad?
With too little stress: We get bored.
With too much stress: We get depressed, angry, and tense
With just the right amount of stress: We experience
“Flow.” That’s when time stops, and we get totally engaged.
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Notes

Activity: Stress Exercise
Please follow trainer's instructions.
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Effects of Stress on Our Bodies
•

Fatigue

•

Aches and pains

•

Diarrhea or constipation

•

Nausea, dizziness

•

Chest pain, rapid heartbeat

•

Frequent colds
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Effect of Stress on Our Minds and
Emotional State
•

Moodiness

•

Irritability or short temper

•

Agitation, inability to relax

•

Feeling overwhelmed

•

Sense of loneliness and isolation

•

Depression or general unhappiness
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Recognizing Stress
SEE: nail biting; twitching eye/eyebrow, frequent licking or
biting of lips, excessive blinking, a change in eating or
drinking patterns from abstinence to over-indulgence, signs
of tiredness; crying
HEAR: slamming of doors, phones, papers or fists on desks,
unusually rapid speech, drumming of fingers, emotional
outbursts, swearing, uncoordinated speech, jingling of coins
or key, pen top flicking, sighing
FEEL: sweaty, clammy, flushed, tense, frustrated, angry,
isolated, hopeless, impatient, irritable, depressed, anxious,
stretched, challenged
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Our Non-Recommended Stress Handling Technique
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Notes

Six Stress Busters
1. Take a deep breath.
Taking long deep breaths is one of the well-known and
oldest stress relieving techniques. It is very effective
especially if you do it correctly. You need to take a deep
breath through your nose and hold it for 4 to 5 seconds
and let it out very slowly through your mouth.
2. Laugh.
It is scientifically proven that laughter causes an increased
flow of endorphins, "nature's happy pill." Endorphins are
responsible for making us feel good and happy or high.
It's a natural drug to make you feel good. So, get some
more comedy in your life. If you laugh a lot you will get
high and happy the legal, natural way.
3. Exercise and let it out
If you keep your stress locked up inside of you, one day
something will trigger it and it will flow on the outside. One
sure way to live a less stressful life is to exercise
regularly. This gives you a constant outlet for your stress.
Exercising regularly will not only help you to reduce your
stress, it can transform your life. You will look good, feel
good, and be more energetic.
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Notes
4. Go on holiday for a minute.
For a minute, just picture yourself lying on a nice beach
under the sun in complete serenity. If you really get good
at this and be there and lose all sense of time and place
for just a minute or two, you can use that following a
stressful interaction with a customer or colleague or even
in advance of a stressful situation.
5. Relax.
We tend to hold in tension by tightening our muscles.
Instead, try isometrics: tensing and relaxing specific
muscles or muscle groups. Make a fist; then relax it.
Tighten your stomach muscles; then relax them. Push
your palms against each other, then relax your arms.
6. Do desk aerobics.
Exercise as mentioned above is a vital component of a
stress managed life. Try these two “desk exercises”.
•

While sitting at your desk, raise your feet until your
legs are almost parallel to the floor. Hold them
there, then let them down. Do this five times.

•

Rotate your head forward and from side to side
(but not back—that can strain rather than stretch).
Roll your shoulders forward and then lift them up
and back. This feels especially good after you’ve
been sitting or standing for some time.
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Personal Action plan
Name _____________________________

Area to Improve/Things to Do

Priority

Action to Take

Start Date
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Conclusion:
Indicators of Effective Time
Management
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Your Adding Value
To be successful, you cannot afford to spend time without adding value. You must consciously concentrate on the things
that add value. Learn to delegate routine work and concentrate on something that really makes a change to the world
around you.

You start each day with the Most Important Task
Every person in the world has the same amount of time each day. Why are some more successful than others. They
understand what tasks are the most important and focus on them first. Prioritization is the key.

You keep your Energy High
You invest in yourself, your most important asset. You have only one body and one brain and it is your responsibility to
keep them in decent shape. Planning helps to provide peace of mind which reduces stress and increases energy.

You realize Time Management is Hard Work
You realize that time management is an essential part of your career and is necessary for you to reach great results. It
doesn’t come by itself, and it requires demanding work, by you. Self-belief that you can gain control of your time and selfdiscipline in using time management techniques discussed today will guarantee your success.
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