


What are the tools and tcchniqucs’?

* Time management is about
setting priorities

Prorities are things that are

rea”g imPorl:ant to M !

e Priorities result from

Setting goalS MYgoals have to be
imPortant to M !




* Setting goals is about
planning

] have to plan the steps to

get M to MY goal

* Planning is being
organised and in control

| have to stay in chargc and

follow the 5tcP5 to get ME to
MY goa%




* Being organised and in control is
being self empowered

Bcing in chargc of mgscl{:; making my

own choices!

Rcaclﬂing MY goalsl
Fccling cncrgiscd!




Tl'rcrc are onlg 24 hoursin a day

Life is a series of small choices and decisions - the choices
and decisions are what YOU can manage — not the flow of
time

Time is a limited resource — how can YOU make best use
of YOUR time?

© You will never have that day again -

©  Was it a good way of spending your time? *
Don’t just watch as YOUR time runs away!




Foor time management ...

Leaving things until the last minute
Spending too long on unimportant tasks

Time wasters

Procrastination — putting things off!

Easily distracted

Not settingsgoals

Often late

Missing deadlines

Not organising your time

Ang of these sound

familiar to 9ou?




Keasons Forgood time management ...

More focused and motivated

Quality of work improves Want some of
Get more done these?
Get more done in a shorter time
Get important things done first
Get to appointments on time
Life runs more smoothly, less stress, more leisure
time

Self empowerment!




Chcc‘c forbalance ...

e We all need balance in our lives

— helps us focus

* helps us concentrate
— improves our efficiency



Chcck forbalance ...




Why balance 3ourli{:c?

-,  For overall health

e For overall wellness

So

can l get
m



wFrioritising .. What we do when

there is not cnough time to do

cvcrgtl'ri ng ‘




SCtting Prioritics
v

MUST DO to reach your Goals /\V;

* Priority 1

these are the essential tasks “Do it now”

Some tasks fall into this category because of important deadlines,
others are appointments already made or just sheer urgency eg
my warrant runs out tomorrow, or | MUST pay the power
account today to get the discount! Immediate action required!
If it is a really large task, break it into sections of action steps eg
study from page 7 to 18, rather than just study.



lority 2

No
N, '?CC

SHOULD DO to reaﬁ your Goals

these are the tas

It can wait today — non-

ltems i may not be urgent
ur long-term
strateglzmg or planni



-ority 3 /41/5

Need to do it when gsc;{ can O/??:q
(not important to your °) 4/
L

rgent in your work or family envi
portant to YOUR goals —
e delegated to someone else?

else fill in that form or wri
groceries?



rity 4 'y /,11
Nice to do — b%essary . Of
(not important to your goals 7:4

ant to YOUR goals.

g someone fo.rafgo'ssip or watchin
for a bike ride.




> Make a “To do list’

° Prioritise the tasks on
your list

-»




Whatisa | o Do list ...

* All your fixed appointments are listed,
your scheduled activities are listed,

plus all the things you hope to do on the day to
reach your goals

* You review your list throughout the day to ensure it
is not too full and that you have balance in your life!

. o8
;




T hisis ul? ToDo list for today

e Because | have written the tasks
Goto EIT and stay atleast 3 hours S/ down, as | do them | would
catBreakfast . / tick them ... and feel good!

-
Make my sandwich

* And if something didn’t get

done, | could see it very easily!

Ring the doctor for an appointm 'l"l:"-ir:,.-"';‘fI . . ’

e T mmmmm——— * And if | didn’t need to do the
task after all, | could cross it off
Drop the potatoes off to Mum l:a::::f;;—".-’ifle 4 pm my TO DO list!

-
Put the potatoes inghe car

— " i " - L f i
Get groceries (bread, milk, butter, fijhce)

Goto netball training 5.30 at Onekawsa




Writea [ o Do ist

Get into good habits

Start your day by spending 5-10 minutes listing the tasks you plan to
do (or do it at the end of today for tomorrow — you might sleep
better!)

— Do it night
— Ordo it morning

At the end of the day, things not done

— Put them first on the list tomorrow

But .. What do | do first?722



Prioritise each task on your list ...

* Look at your list and decide on the priority of each task
- give high priority to the tasks that get you

closest to your goals — spend your time and energy
on these tasks that are truly important to you

— If possible, put a realistic time estimation beside each item

— Look at the items on your list — do you really need to do these
tasks? WIll they affect your own goals?

— Say NO to non-essential tasks
— Prioritising tasks should benefit YOU!



This IS my list ... What MUST | do7?

Goto EIT and stay atleast 3 hours

f

Eat Breakfast
Make my sandwich
Feed the cat

Stop and get petrol a

Ring the doctor for an appointment

Getgroceries {bread, milk, butter, mince)

Drop the potatoes off to Mum before 4 pm

Put the potatoes in the car

Goto netball training 5.30 at Onekawsa

Eat breakfast (why is this a Priority1?
Because | can’t study without food!)

Make my sandwich while eating breakfast
(got no money to buy lunch!)

Ring the doctor when | have made my
sandwich (remember to write the
appointment time in my diary or set an
alarm in my phone)

Go to EIT for 3 hrs (must complete at
least 2 exercises to keep up!)

URGLNT



l do?

Goto EIT and stay atleast 3 hours ! ° PUt the POtatoeS in the car now

ot Broakiact | while | am thinking about them!

Make my sandwich

* Drop the potatoes off before
4 pm (set an alarm on my
phone to call mum if I'm

Ring the doctor for 2n appointment 1 running late or put into my

Getgroceries (bread, milk, butter, mince) electronic scheduler so a

reminder pops up — these are

for her dinner — she’s tired of
kumaras!)

Fead the cat

Stop and get petrol

Drop the potatoes off to Mum before 4 pm £

Put the potatoes in the car Z

Go to netball training 5.30 at Onekawsa

NS NTLAINCTL N |



What needs to be done ?

* Get groceries (or we will starve!)
or call my partner to get the

Goto EIT and stay atleast 3 hours 1 groceries on his way home from

ot Broakfact 1 work. | checked there is enough

food for dinner tonight but that’s it.

Could go tomorrow!

Make my sandwich 1

Fead the cat

Srop andgst perrel 5 e Get petrol

Ring the doctor for an appointment 1 or my partner is going out later

Get groceries (bread, milk, butter, mince] tonight in my car and he could get
Drop the potatoes off to Mum before 4 pm the petrol then. | checked that
there is enough petrol for today and
after that we’ll be walking.

Put the potatoes in the car 2

Go to netball training 5.30 at Onekawsa

BIVEE NJEIN ) 7NN b



What would be -

* Feeding the cat (I know | can
leave this as whoever is home

Goto EIT and stay atleast 3 hours 1 will do it! The cat lets you

“atBreakfast | know when it’s hungry!)

Make my sandwich

Feed the cat 4-

Stop and get petrol ¥

Ring the doctor for an appointment

Getgroceries (bread, milk, butcer, mince) 3 [NCHENNICIdoY-1| e =YgV ioY-2 W-Ta s Welal LY,
Drop the potatoes off to Mum before 4 pm & trying out for a position and it
Put the potatoes in the car 2 is on next week

Go to netball training 5.30 at Onekawsa '

A 17\ . 2 _‘ e
IN\VU/ | IV UNILAINI



"~ REMEMBER

r’”will change over time




9999

1. Deal with tasks car!g

Deal with 2’s (Non—urgent tasks) early so they do not
become 1's (Urgent tasks)

» (if ] don’t drop the potatoes off to mum, she will have none for
dinner and then she’ll be on the phone and then it will be urgent! )

y» /—\!!ow cnough time -

Make sure you allow enough time in your day to complete
the 2°s (Non—urgent tasks)

* (if | don’t get the potatoes to Mum’s today, then tomorrow it will be
urgent)



3. Rc~|:>rioritisc

uring a day you may need to
re-prioritise as new tasks arrive

. (eg if the doctor ‘s appointment you made is for today, you would
need to rearrange your diary and make time for the appointment!)

4.

urgent tasks—
ain, should these items be on the list




— The list doesn’t forget — write it down, put it out of
your mind

— Helps you set priorities

— Lets you put tasks together for efficiency

— Tracks your progress — you mark off when done
— Lets you carry over tasks to the next day



Disadvantagcs of using a T o-dolist

e Discipline is mandatory or necessary

— Self management must be developed
— Goals must be set

* Priorities must be correctly analysed

— Everything MUST be put on the list
— New tasks — re-prioritise

* Not scheduling correctly

— Breaks not allowed for

— Enough time must be allowed to realistically complete tasks



° Use a Diary — paper or
electronic — to organise
your activities

o'Learn to Prioritise
the tasks in your diary *




Fillina diarg (Papcr)...
e Write the

(gou could do
this ciailg orforthe
whole week)
Visua"g lcasing
No Conlfputcr

o Makc sure you
allow enough
for each task

. Makc sure you

enter a"

the tasks



* Sometimes to complete your priority tasks, you
need to take some extra actions

 Example:
Taking the kids to Kura or school everyday,
means you would have to

— give them breakfast and make their lunches (and your
own at the same time)

— get them dressed and check they have everything
— drive them — check the petrol at the same time



e Going to EIT to study everyday, means
you would have to

— get your lunch, workbook and pens (check the kids
haven’t stolen them!)

— check the petrol

— check the bank balance to make sure you can fill it
today if you have to

— studying late day — arrange with Jill (the neighbour) to
get the kids from school and pick them up later



Fillina diarg (Googlc Calcndar)...

o Key the

— chcat tasks as needed
- ComPutcrskius needed

° Make sure you allow cnough foreach task

. Makc sure you enter all
the tasks using colours

=
ok on My Intemmed Communication v my Intarnet Communication v y Internet Commimication
- Norkbook - k1 y
<2T it hame:

W Internet Comnmndcation my Intemst Communication

M e
Work onmy. Intermet Commumication workbook | Work on my Intermet Communication workbook
1 1

Wiork on my Internet Communication workbook vy Intemst Communication workbook | | Work on my Intemst Communication workbook
3 3
1

12pm e i o e




Advantagcs of using an electronic diarg
<5 Google CIRERED

e Electronic

— Synchronise data between devices — enter once
— Sharing calendars with other workers

— Storin
r priority items



-

° Open Time Management 2.ppsx

stop wasting yo
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