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What are the tools and tccl'miqucs?

e | ime management is about
setting Prioritics

Priorities are thi ngs that are

rea“y imPortant to MIC !

e Priorities result from

sctting goals MY goals have to be
important to ML !



. Sctting goals is about
Planning

l have to plan the stcPs to

get M to MY goal

. Flanning IS bcing

organiscd and in control

| have to stayin chargc and

follow the stcps to get ME to
MY (g_z,oj>




. Bcing organiscc] and in control is
bcing self cmPowcrcd

Bcing in clﬂargc of mgsclf; making my

own choices!

Reaching MY goals!
Fccling cncrgisccl!




T here are only 24 hours in a dag

o | ifeis a series of small choices and decisions - the choices
and decisions are what YOU can manage — not the flow of
time

e Jimeisa limited resource ~ how can YOU make best use of
YOUR time?
e © Youwilneverhave that day again ~

© Wasita g"b-oc] way of spcnding your time?
. Don’tjust watch as YOUIR time runs away!




Foor time management ...

. Lcaving things until the last minute

. 5Pcnding too long on unimPortant tasks
e | ime wasters
Frocrastmatlon - Puttlng tl‘nngs off!

° asﬂy distracted

o Not settmg goals
O&cn late

J Missing deadlines Any of these sound
e Not organising your time familiar to you?




Reasons for good time management ...

More focused and motivated

Quality of work improves Want some of
(Get more done these?

(set more done in a shorter time
(et imPortant things done first

(et to al:)]:)ointmcnts on time

Lti runs more 5moothly, lcss stress, more leisure
time

Self cmPowermcnt!



(Check forbalance ...

e \We all need balance in our lives -

e l’lClPS us ‘FOCUS

. helps us concentrate

A
-
i
b imPI"OVCS our CFHC;CF!CH @

15 4
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(Check forbalance ...




Whg balance your life?

', e For overall health

e [Tor overall wellness

So

can ] get
m



> Make a “To do list’

° Learn to Prioritise
iine tasks on your list

-



Whatisa T o Dolist...
« All your{:ixccl aPPointmcnts are listed, o

your scheduled activities are listed,
Plus all the things you hopc to do to reach yourgoals

¢ You allow time for unavoidable intcrruptions
eg new aPPointmcnts, Phonc & email

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




[ow to use a | o-do list

o Start your dag bg sPcnc}ing 5~-10 minutes listing
the tasks you Plan to do (or do it at the end of
todag for tomorrow — you migl';t slccP better!).

o Write the or tasks first.

. Try to allocate time to each task

— H: the tasks are written down either on paper or on the
com]:)utcr you can then have the Plcasurc of crossing
them off the list or dclcting them!

o [Hint: Bcing organisccl actuaug saves you timel!



T hisis my T o Do listfor todag

Goto EIT and stay atleast 3 hours

Eat Breakfast £ )
Make my sandwich As l d o th ! ngs l W ou l d

Feed the cat mar‘( them O‘FF voe and

Stop and get petrol ‘FCCI go O dl
Ring the doctor for an appointment ® An d iF som Cth i n g d i d n)t

Get groceries (bread, milk, butter, mince) @ d l d 4
get done, ] could see it
Drop the potatoes off to Mum before

Put the potatoes in the car

Go to netball training 5.30 at Onekawa @

very casilg!



Writea T o Do | ist

e (Hetinto good habits
~ Doit night
~ Ordoit morning

e Mark things off as you comPlctc them
e Readit at the end of the day
. Things not done

— Put them first on the list tomorrow

But .. What do | do first??72

ﬂ




| earn to [rioritise ...

'oﬁtising ... What we do when there is not
cnough time to do cvcrgthing

L

Do it now (priority i ~Urgcnt)

e 4 Nice to do (Not |



5ctting Prioritics

C/,f(;

o Frioritg i Y
MUST DQO to reach your Gcé/‘\v/\i\

these are the essential tasks “Do it now”

Some tasks fall into this category because of im]:)or-lzant deadlines,
others are aPPointments alreadg made or just sheer urgency eg my
warrant runs out tomorrow, orl MUS pay the power account
toclag to get the discount! |mmediate action required!

l{: itis a rea"g largc task, break it into sections of action steps eg
stuclg from page 7 to 18, rather thanjust studg.



ioritg 2

SHOU!

not be urgcnt todag but the
rm goals. Non~urgcnt t



'oritg b, /44PO
Need to do it when you can f}
(not imPortant to Hourgcw ,qN
&

entin your work or{:amily environm

to YOUK goals':




'ritg ST /\/07\ y/
N

ice to do — Evssarg Aff Oﬁ
(not important to your goals 7:4

[tems in this li to YOUR goals.
someone {:Ol" a

Wsip or watchinga

or a bike ride.
-

]

-

#



Prioritise each task on your list ...

e | ook at your list and decide on the Priority of each task -
give higﬁ Prioritg to the tasks that get you closest

to your goals = spcnd your time and energy on these
tasks that are tru‘y imPortant to you

— H: Possib]c, puta realistic time estimation beside each item

~ | ook at the items on your list -~ do you rea"g need to do these
tasks? W:“ thcg affect your own goals‘?

- 533 NO to non-essential tasks
- Frion'tising tasks should benefit YOU’



Thisis my list ... What MU5T | do?

Goto EIT and stay atleast 3 hours

I
f

Eat Breakfast
Make my sandwich
Feed the cat

Stop and get petrol

f

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

Go to E_IT for b, hrs (must

complctc at least 2 exercises!)

I at breakfast (whg is this a
Frioritg 1? Because | can’t studg
without food!)

Make my sandwich (got no money to
bug luncl'vl)

Ring the doctor (remember to write
the aPFointmcnt time in my diarg)

URGLNT



How can l make sure these

URGENT tasks are comPlctcd?

e Make sure ] have breakfast cereal and milk tonight 50 I’"
be rcacly in the morning

. thn ]’m having my brca‘d:ast, make my sandwich to take

with me

. chcorc l leave for E_]T, ring the doctor to make an
g
aPPointmcnt or take my | Phonc with me and set mgsch
a reminder to ring the doctor

e (Goto|T and finish the 2 exercises at least



| do?

Goto EIT and stay atleast 3 hours ! . Fut the potatoes in the car
Fat Breakfast !
Make my sandwich ! . Drop the potatoes off

Fead the cat before 4 pm (call mum if 'm
Stop and get petrol running late — these are for
Ring the doctor for an appointment 1 her dinner — she’s tired of

Getgroceries (bread, milk, butter, mince) ku mara 5!)

Drop the potatoes off to Mum before 4 pm A

Put the potatoes in the car Zw

Go to netball training 5.30 at Onekawa

8NN NTLAINCL N



How can ] make sure these
tasks are

complctcd?

e |could put the potatoes in the car now as | am
thinking about it!

e Set my Phonc alarm to remind me to take the

Potatocs to Mum before 4 pm
OR put itin my Schcdulcr at work!



What needs to be done

Goto EIT and stay atleast 3 hours 1
FatBreakfast 1

Make my sandwich 1

Feed the cat

Stop and get petrol 5

Ring the doctor for an appointment 1

Get groceries (bread, milk, butter, mince) ’?

Drop the potatoes off to Mum before 4 pm 2
Put the potatoes in the car 2

Go to netball training 5.30 at Onekawa

?

L

e (Get groceries (or we will
starve!)

o (Get Pctrol (or | will be
wa"dng)

BIVBE NN 7NN



l"‘]ow can l make sure these lml:)ortant
tasks are comP]ctcd bc{:orc thcy bccomc
urgcnt?

. Ca" my partner to get the groceries on his way home
from work. | checked there is enough food for dinner
tonigl'lt but that's it. Could go tomorrow!

. My partner Is going out later tonight in my car and he
could get the petrol then. ] checked that there is
cnough Pctro for today and after that we’ll be
walking.



What would be nice to do?
. Feedingthe cat (] ‘(now]

can leave this as whoeveris
home will do it! T he cat
EatBreakfast 1 LCts 30“ i(nOW Wl‘lCﬂ itls

! 1Ungr3!)

Goto EIT and stay atleast 3 hours 1

WMake my sandwich

Feed the cat +

Stop and get petrol }

1

Ring the doctor for an appeintment

Get groceries (bread, milk, butter, mince) %

rop the potatoes off to Mum before 4 o 2 RIS 2oL 1] training — | am only

Put the potatoes inthe car 2 trying out for a Position and it is
Go to netball training 5.30 at Onekawa + on next wcc‘(

NayV x A
IN\U/ | IVIEUN I AN



REMEMBER

o ' Priorities will changc over time

— Thc imPortant tasks and the non-
urgent tasks and the not important

tasl(s may become the URGENT

(must do’s) ii:you don’t allow any time
to do these tasks

— Youneed a system to deal with
non-—urgcnt tasks bcmcore ti'icy
bccomc urgcnt



LA X X 4

i. D@a! with tasks @arly

Deal with 275 (Non-vurgent ) early SO thcy do
not become 175 (u rgent tasks)

o (l{: I don’t clroP the Potatocs oﬁt to mum, she will have none For
dinner and then she’ll be on the Phonc and then it will be urgent!)

2. Allew enough time

Make sure you allow cnough time in your dag to
comPlctc the 275 (Non—-urgcnt tasks?

e (if| dortgetthe potatoes to Mum’s today, then tomorrow it will
be urgcnt%

&



3. chp rioritise
During a day you may need to

re-prioritise as new tasks arrive

. (cg if the doctor ‘s aPPointmcnt you made is for
tociag, ou would need to rearrange your cliarg
and make time for the aPPointment!)

4. Dc!cgatc

Look at your non-urgent tasks—

o (check again, should these items be on the list or
can you %clegatc thcm)




(_heck your ToDolist...

e Make sure all your{:ixec! aPPointmcntS
are entered

e Allow time for unavoidable intcrruPtions eg Phonc &
email

o Review to check that your list is not too full and that
you have balance in your life!




Advantages of using a T o-do list

— Ti‘le list doesn’t i:orgct write it down, Put it out
of your mind

]

—~ "leips you set Priorities

-~ | ets you Put tas‘cs togctincri:or cFFncncncg
— Tracics your progress — you mark off when done
— Lcts you carry over tasks to the next c}ag



Disadvantagcs of using a T o-dolist

o Disciplinc 1S mandatorg or necessary

— 5CIF management must be clcvclo]:)cd
— Goa]s must be set

o Fr‘ioritics must be corrcctly ana]yse&
- Evcrything MUST be put on the list &

~ New tasks — rc-Prioritisc

e Not sclﬂcduling corrcctlg

— Brcaks not allowed for

— Enough time must be allowed to realistica“g complctc
tasks



> Use a Diary — paper or
elecironic — to organise
your activities

o Learn to Prioritise

the tasks in your diary 4




Fillina diarg (PaPcr or electronic)...

o Write the (3ou could do this clailg or
for the wholc wcck)
o Make sure you allow cnough foreach task

o Make sure you enter all




| ook at this wccklg diarg

Liunch with.
1

Bolr

Pick kids up
corrlincl
neighbeur re
Eids Temmerrow

N |

Dr
mp;ﬂoﬁ:ﬂu@ut

Check
Foacebomd
Famdy

Lunch.

EIT

Pick kidy up
fremn

neighlbowwr

Rughy
praciice 6.30
ot

Gor Lo Gy

EIT

Lunch.

30 minRun

Sherwesr
walch TV

Pick kidy up

Lirch.
I
Lench,
Gardening

Mew lasens Pay Billy

Pick kidyup | Pickkidyup

30 wmiae B Gor Lo Gy




Now Prioritisc the items ...

C;'.t'[r"
Facebook

Ay

Lunch

Pick kidy up wl Pick kidsy ul Pick kids up o
contnck o - -
r,r:.‘:}hf.tq((' re Pick kidy (5 30 manRin Go To Gym
kidy Conmaqaiipw from &

.1 A- >
neighbows®

alies socialise
St LL((_'.

wilh

friends




¢ Sometimes to complctc your Prioritg tasks, you
need to take some extra actions

?_:_ixam]:)lc:

Ta‘cing the kids to K ura or school cvergday, means

you would have to

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

~ get them dressed and check thcy have cvcrytl—)ing

— drive them - check the Pctro] at the same time



. Going to E]T to studg cvcrgday, means

you wou]d have to

~ getyour lunch, workbook and pens (check the kids

haven't stolen them!)
— check the Petro]

— check the bank balance to make sure you can fill it today
i{:you have to

~ stud ing late day —~ arrange with Jl“ (the ncighbour) to
get the kids from school and Pick them up later



. Electronic
— 5ynchronisc data between devices —~ enter once
— 5haring calendars with other workers
— 5toring recurring events quickly
—~ Setreminders for Pn'ority items
— Storc notes
e Pa per
— Visua"y Plcasing, feels good to write things down
— Carrﬂ it angwhcrc

~ Greatfor unlocking creativity eg Planning tasks
- No IT skills needed



Disadvantagcs of using a diary

lectronic
Con{:ic]cntiality when s]'iaring with co"cachs

— May be held only on c]csktop computcr

_—

— 535tcm failure
~ | ack of training in using scheduler

-~ Cor ns, additions or change

-~ No sharing



° De-clutter your work
area to improve
efficiency

o Organise information 4




De clutter and organise your desk or stucig

arca
— (lear your desk rcadg for action

— Bcforc you start a task, organisc the resources

necessary to coml:)lcte thc task
@UCCESS

k'
|}

]

. Ac]va ntage —

- When you can find things casily you don’t waste time ‘hunting’ ~ 50, have a place
for cvcrything

e Disadvantage ~ you may have to
&Y Y

- E)ug a desk organiser or shclving unit

- Bug a ming cabinet



Organisc information _
7

. i:ilc things corrcctlg

~ Put tl'nings in folders and NAMTI_ the folders
o |f your Filing system is not logica] you won't find things casilg or
you might not find them at all!

o Kee P FEOFLE information
- (Geta Phonc list of all YOUR contacts and include their office

_f-—-hadc!rcss or street address

-

- o
wall Finding Phonc numbers and addresses takes precious time
o

i)
L4



@UCCESS

e (Jse Fost lt notes to organise 3ourscl{;
and your tasks

>
— Flacc the Post lt notes where you will notice
Be on time at

the doctors | them first tl'ring in the morning

— Flacc them on your comPutcr kcgboard at
work

- Use electronic post its on your computer
— And when finished - throw it away
- Disac!vantagc - might be removed by

somconc CISC



@UCCESS

 (Jse a whiteboard or Pinboard

— \White reminders on the whiteboard in different
colours

e |~ rase reminders no longcr needed
e Don’t clutter the whiteboard
e Make sure other workers do not erase your reminders .

~ Put notices up on the Pinboarc}

. Clear old notices away
. Don’t clutter the Pinboard



’ ! veryone wastes time.

[tis part o bcing human.




How do you solve your time
management Problcms?

You need reasons and motivation — a goal that is

imPortant to YOU!

Decide to be successful at managing your time then

go ahead and DO ]T §;
5 a &
Takc one stcl:) at a time eg start using a diarg and N\ % 7
) -~

Prioritisc your tasks

WAl

Oncel?ou bcgin, and see some changcs and gains,
you wi strcngthcn your own resolve to continue



How do we waste time on non-urgent matters...

Being casily distracted Ey uncxpccted visitors
Texting

Watching too much TV

5Pending too much time on the internet and [Facebook
Leaving things until the last minute - rocrastinating
5Pcnding too much time rcading anj)scncling emails

Socialising with friends

Ang (or a”) of these

sound familiar to gou?




ome interruptions are unavoidable.
You need to learn stratcgics or mcthods you
can use to lessen the im]:)act of these

E
divcrslons, so that you can concentrate on dca]ing

with your pri non-urgent matters.

JIIIT}



Unexpected visitors

Schcdulé all visitors who will hclp you to achieve your Prioritics

Awvoid droP in visitors so you can achieve 3ourgoa|s

— kccP lelly door closcc‘ at work or don’t answer the door at home

Be available at certain times onlg and let
everyone know it!

~ Write these times into your diarg

— Or Put a note on the door

o if thcy are 9our{:ricncls and thcg know what you are trg
achieve, thcg will respect the times you give them

]:incl a l—\idc-awag where you avoid these Pcoplc

-~ eg the local librarg or a vacant oﬁ:icc at work



FPhone intcrruPtions

If the callis something to do with one oFgour Prioritg items, then take
the call

If the callis nothing to do with one of your Prioritg items
~ tell the person you will call them back
—  orsend an email instead

—  whichever you do, kecp the call or email short and to the Point
5c:heclu|e time to make Pl‘none calls in your diarg

Donr’t have your cell Pl"lOﬂC with you when you study!



T extin g

You could send a text to all 3our¥:ricncls tc"ing them you are
stuciying but will be free after a certain time

~ if thcy are 5our{:ricnds and thcg know what you are trying to
achieve, tl'ncg will respect the times you give them

]FHOU are stuclging, leave your cell Pl'lonc in a different room

Don’t read texts immcdiatclg unless you can see it is from

someone imPortant eg your id’s school office

Don’t rcplg to texts
unless the textis urgent




cmail or other written communications

e Don't rcsPonci to your email “on demand”

e Jum off email announcement features

. 5chedulc time each day to review and answer your email

~ Schedule itin your least Procluctivc time, saving your most
Proc]uctivc time for other more dcmanding tasks with no
intcrruPtions

- DClctc thcjunk WlTHOUT even |oo!<ing at it!

. K,ccp all emails short and to the Point and use an
informative subjcct fine



junk mail in the letterbox

NO
JUNK

. Fut up that sign PT;:AA{IS'E

e Pileit up and put it out of sigl'\t

. H:you love to look at it, then HOARD it and
useitas a spccial treat when you have -

comP]ctcd a Priorit3 task




using Internet, Facebook, TradeMe or
watching TV

e Schedulein TV time, video watching time, game Playing

— Decide what program you want to watch and put it in
your diary

— chard yourscl{: when you complctc an urgent or
important task and have some game time or watch a video

o Schedule ininternet, [Facebook and | radeMe time L

~ Putitin 30urdiarg
~ | imit your surFing to cpai




Contro"ing your studg environment ...

J Managing your time is NOTjust to do with work or studg ......

[t's to do with contro"ing your environment so you can complctc your
Prioritg tasks

. Inabi]itg to say no to Familg members if it will interfere with you
achicving complction of your Priori’cics

— be assertive - cxPlain whg i's “No”~ often that makes it easier for the .

other person to acccpt it
ESE
=

—~ don’t attcmPt to do too much - look at your Prioritics

- tryto c]clcgatc tasks to someone else Aty 5

) ‘d.
e
- .“

e [Put away the Phonc, the kids and the animals!



l’m very busy cloing
things | dorn’t need to
do so | can avoid

doing what | am

Frocrasti nation .... supposed to be doing]




What does Frocrastinating mean?
. Frocrastinating IS Putting off the tlﬂings
that you should be doing NOW

— until later and later and later, while doing
many non-urgent, unimPortant things

_ waiting till you are “in the mood”

— being afraic RESNSE BIEAE.. w20



Find out YOUR common dclag tactics

— What tasks do you i«:ep Putting offz

o T hink about the task ~is it always the same ‘tch’ of task?

— V\{)hat excuses do you have for Putting off that Particular
jo ?

* are you being a Perf:ectionist? are you scared of f:ailing?

~ Review your diary - are Eou a"owing cnough time in your
day to comPlctc the tasks

® or dO yOU FCC' OVCI’WI"IC]ITICC!

— Arc lel Planning for all the necessary stcps?
o (heck your diary and ac!just as needed



e Don’t Procrastinatc

e We can’t changc the spced of time but we can
manage how we use the time at our c]isposal

o And.. Forgour OWn bcncgit,gou can also



Find YOUR Productivc time ...

o AnaIysc 3ourscH; ..do you work best -
— carlg in the morning

B mid-morning

W mlddag Are youa lark
— carlg in the afternoon or an owl?
— carlg evening

— |late cvening



(se YOUR Productivc time ...

o Analgsc your tasks — find the “big
chunks”

— 5chcdulc your time so that you do
these tasks at your best Productivc
time; focus cntirclg on them so that you

CAN meet deadlines



and Visualise success ...
=N
° Expcct to succeed

e |magine ourself accomplishing your
% Y P 5Y

goa

5! |I
and then get into action and

DO




