FIFTEEN TIMES TIPS

01 APPRECIATIONS OF TIME

The first truth about time is that we all have the same
amount of it ... in the sense that we each have 24 hours a
day, 7 days a week, 52 weeks a year, that's all there is.

Gaining a mastery of
time is mainly about
learning to make better
use of time, much less
about saving time.

Our grandparents, when
aavising us about money
and budgeting, rightly
told us that the main
thing is to know where
the money goes, rather
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than saving a dollar here
or there, ... “It's not what
you have, it's what you
do with what you have.” So true. So too with time.

YT A CLOCK THAT TURNS MONEY INTO TIMEL

A recent survey on domestic electricity consumption
tracked two groups of volunteers: one group focussed on
saving electricity and did achieve some minor savings
here and there, the other group focussed on recording the
consumption and saved many times more: “Crikey, who
left the water heater on?” “Who left the light on upstairs?”

So, do not seek to save time, get to know where your time
goes.

According to Professor John Humble, “Surprisingly few
managers have ever made a serious analysis of what
happens to their time. When they do, it is usually a
revelation ... memory is fallible.”

To get an accurate picture, stop and list all your activities
for a typical day ... which of these activities are

of your own origination, which are reactive, are

you happy with the balance between them?

Also, stop for a moment and calculate just how
much your time is worth per hour, interesting?

02 YOUR WRITTEN GOALS GOALS GOALS
There is absolutely no substitute whatever to
having a written statement of your work goals
and your life goals ... Don't kid yourself !!!

Have a special goal about goals ... ‘I consistently invest
time, priority, effort and energy in an extended quiet goal-
setting session each fortnight. | stay in touch daily with
my goals statement. | plan my dives, | dive my plans.”

03 LIST, LIST, LIST, ...
And, then, list, list, list and list again.

Keeping lists of duties, tasks, meetings and calls in your
head is extremely wearing and stress-inducing, not to
talk of being inefficient and error-ridden. It cheats you
of your ability to
concentrate fully on
high quality work or to
listen or interact in a
sharply focused way.

Forgetting a meeting, - =
appointment, call or ¢
deadline can be quite
stress-inducing, and it bl
is all so needless. i

Get into the habit of —
writing down your list of out-standing tasks, especially
as you finish up each evening, ... then relax, stop
worrying about them and forget them until they arise.

04 YOUR DIARY SYSTEM

Select and implement a solid diary system. Your diary
system can be your best friend or your worst enemy, it
can be part of the prison or part of the escape, ...

Having two diary systems or two lists is as counter
productive and disastrous as operating out of two
offices or using two desks.

As well as all your lists, your diary must include your life
and work goals and your targets, to keep you in daily
contact with your goals, all your magnificent obsessions!

Interruptions are a euphemism, unless your lists include
targets and tasks of your own initiation. How can an
interruption be an interruption, if there is nobody at
home to interrupt, if you are no more than a series of
reactions to interruptions, with a diary to remind you to

interrupt  yourself — when

(""_““ : nobody else obliges?
PIP | LEAVE THE
IRON ON?

Don't overfill your diary,
leave plenty of ‘white spaces’
. remember there will be
another day  tomorrow,
another week next week. Do
schedule and prioritise your
quiet ‘away from it all’ sacred
goal-setting sessions !

Never write a name without a number, never write a
number without a name, never agree a meeting without
a cancelling name and number, ...
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Always start your tasks with the most difficult one, the
fear’ ‘avoid’ one, the phone call to the most awkward
customer. You won't believe the momentum it generates.

05 YOUR DESK
Having two desks is as counter productive and disastrous,
as two offices or two diary systems or two lists.

Your desk is not a storage space or parking lot ... not
even for one minute! Any item on your desk or within
immediate view (that you are not working on right now) is
a distraction, cheating you of the ability to concentrate
fully on highest quality work.

Your desk is not a meeting place or a board table, meet
some where else. Keep your desk as an exclusive
concentration space, any other use or the memory of any
other use militates against it being your ‘concentration
space’. Your desk should say nothing at all to you except
‘concentration space’ !

The managers, who complain most about being
interrupted by callers, always have their desks positioned
to maximise callers and visitors, ... what's going on there?

06 CLUTTER CLUTTER CLUTTER

Stop and think for a moment of the cost of clutter in your
work and in your life. Think of the cost, the stress and the
utter waste of time and mental energy ... when files or
keys or cheques go missing. It's so hard to pretend you're
a professional, when you are frazzled. Again, think of how
viciously all this militates against concentration and
highest quality work. Now stop and think of the pay-off!

ABC Always be clearing; Have a place for everything; Put
everything in its own place ... immediately, now like! Put
keys with items for departure; Put items for departure with
the keys in that place.

ABC, Always be clearing; Always be dumping; Always
be tidying; Never leave the room without bringing a bit
of paper or something with you to dump. Touch each
piece of paper only once ... finish, file or dump.

If needs be, undertake a major spring-clean de-clutter or
blitz.  The advice from the experts is: Begin far away
from the desk or work area; Start work first on or at the
Storage, Archive or Filing System to draw and receive
the items, only then approach the desk or work area.

As you spring-clean, do not be tempted to do the task
associated with the item or piece of paper, list or pile for
later. If you would not take it to Australia, dump it ...

07 YOUR BIO CLOCK

Are you a morning person, afternoon person or night
owl? What time of the day are you in your highest
energy ‘can do’ mode, at what time of the day are you
‘brain dead’? Get to know your Bio Clock, then, use it.
We can have two or more higher times, check it out.

Don’t waste your higher times on lower grade tasks.
Plan your concentrated work for your higher times. Plan
and line up your lower tasks for your lower times. It is
all too easy to waste away your valuable higher times
being busy busy with lower items!

08 FRAGMENTED TIME TO CONSOLIDATED TIME

Peter Drucker never tired of advising us to breakdown
and de-chunk major projects into minor do-able tasks,
but to chunk up and consolidate time, especially
fragmented time. Five or ten minutes is of zero value to
you to focus or concentrate in a worthwhile way; forty or
fifty minutes is the minimum to be of any value to you.

Get into the habit of winning one or more of these forty
minutes into your day, declare them sacred to yoursel,
put them into your diary and declare them non-
negotiable to your work team. “Sorry, he’s at a meeting”
or “Sorry, she’s with a Client” usually always works.
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09 YOUR BRIEF CASE

Having two brief cases is as counter productive and
disastrous, as two desks or two offices or two diary
systems or two lists or two wallets.

De-clutter your brief case. But always have a few low
grade mini tasks on hand to do ‘on the run’, or an article or
two to read, or the latest pages from Rochie, in case an
unexpected opportunity arises ... “Meeting cancelled or
delayed, Great, Thank You, YIPPEE!"

10 PHONE CALLS, MEETINGS, CALLERS

Again, like your diary system, all of these three can be
your best friends or your worst enemies, part of the prison
or part of the solution. A phone call or meeting or visit can
be a chance to promote your goals, to campaign or win
support for a new initiative, to progress a project, to avert
and resolve difficulties, to delegate tasks, ...

Meet away from your office, it's easier to finish and get
away. Stand up, it's easier to finish and get away. “Your
twelve o’clock is here” usually always works.

Pre-empt and minimise calls, meetings and visits. When
at a team meeting or delegating, agree future report back
times in advance to avoid unnecessary interim contact.

11 INVEST TIME TO SAVE TIME

Invest time to save time. One HR Executive found that a
memo to wage clerks about arrangements for a holiday
break gave rise to twenty-five phone queries and three
disputes. A detail review of the calls log, consultation with
the wage clerks and two meetings took five hours in all,
but reduced the phone queries to nine and the disputes to
zero over the next holiday break. Invest time to save time.

Get all your approvals or agreements for a job in one go
(via one memo) rather than piecemeal for each element.
If organising a job or event, do a single full memo and
copy all parties, rather than different mini-memos to each.

Delegation and training are the best possible investment
of your time and should, in time, save you many many
times your original investment in time.

12 PRIORITY AS NOT CS, SAYING ‘NO’

Say Yes only to priorities, AS should never be at the mercy
of CS. If asked to join another meeting or another work or
community committee, “Yes I'd love to, | think ye are
doing super work, which | support. Let me check my diary
when | get back to the office, Thanks for thinking of me.”

Even on AS, to avoid wasting time and mental energy,
insist on big picture before mini picture, over-view before
in-view, majors before details. Don't be dragged into
discussions on individual details or tiny items without prior
certain agreement on overall direction, ... even on AS.

Of course, focus on the AS, not on the CS. “First things
first,” says Peter Drucker, “Don’t major on minors.”

13 THE BOSS, PEOPLE PROBLEMS, BAD APPLES
De-clutter your life of negative people, they sap your
energy, your mental energy and your life.

Manage your Boss. And pro-actively confront all other
people problems in your life. The consequence of
avoidance or leaving the ‘bad apple in the barrel’ is a
disaster, that won't wait to happen ... it's already
happening. And do remember ... if you have a problem
with the milk-man, talking to the coal-man or the bread-
man is avoidance, ... have a word with the milk-man.

14 CONCENTRATION SKILLS

Iltem 02 on Goals Goals Goals is undoubtedly the core
item, 80% of the story. Gaining a mastery of time is
mainly about learning to make better use of time, much
less about saving time ... better use of time in relentless
obsessive pursuit of your chosen magnificent Goals.

After that, all of the other items above are really about
winning chunks of un-interrupted high quality time to
max out on concentrated work. We now know this to be
the No 1 difference between the highest performers, the
class acts and the ‘also rans’.

That ability to do concentrated work sees the true pro
read regularly and intake quality information and, then,
produce a steady stream of quality memos, reports and
presentations. It also gives the true pro the ability to
prepare for a major decision or negotiation or for a court
case or press briefing ... that ability to prepare is the
difference. The credit for a project so often goes to the
team member who gets the memo or presentation done.
How frustrating it can be to hear our own best work and
suggestions from the powerpoint slides of others!

To beat ‘cold start, writer's cramp and procrastination,
and to win momentum, never start with a blank page,
always start scribbling the -1 draft in your diary. Later,
instantly note creative insights in your diary. Then,
keep your best memos and reports in your diary ... they
can be a great ‘kick start’ for your next memo or report,
the steady stream gathers momentum, ...

That ability to concentrate also allows you to offer 100%
undivided attention in communication. Quality listening
and conversation are functions of attention ... not time!

15 YOUR OTHER STUFF

Enjoy Life. Enjoy it now. Eat well. Exercise frequently.
Find a hobby. Stay talking to Family. Connect with a
Confidant or two or three. Connect with a Friend or
four, ... even if you're an Irish Male !
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