50

Tips for managing time

Summarised by Andrew Gibbons
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  1. Do just one thing at a time

2. Know, and make the most of your most productive times of the day.

  3. Respect others’ time – you may even get the same back, but don’t hold your breath!

4. Protect your time, and be prepared to upset people in the process, if this is necessary.

  5. Get and stay organised – if you at least look organised, that’s a major plus.

  6. Set deadlines for everything, and take these seriously.

  7. Clear your work area of all else when working on something – it will help you focus.

  8. Only start things you can make progress upon, and be realistic about what you can achieve.

  9. Take breaks when you need them, and without guilt – reward yourself for getting things done.

10. Finish the day with something that makes you feel good – you will remember this.

11. Don’t expect instant results – feel good about small improvements to your time management.

12. Prioritise your work, by deciding what must and should be done, and what really can wait.

13. Delegate if you can, but try not to allocate or abdicate.

14. Sort the urgent tasks from the un/important, and do things in order of priority.

15. Recognise when you are wasting time – your own and others’ – and do something about this.

16. Write lists of what needs to be done, in priority order – don’t unrealistically overload yourself.

17. Make sure you have some easy things to do to start your day – it will motivate and energise.

18. Reflect consciously on how you are managing your time as the day goes on.

19. Watch and learn from others. Seek and take advice from those you feel manage time well.

20. Assume tasks will always take longer than they ‘should’ – always give yourself time margin.

21. Avoid perfectionism, but don’t let standards slip – it’s ok to aim for ‘approximate perfection’.

22. Become thought of as someone who values time – your own and others’ – this will pay off.

23. Try to feel okay about saying ‘no’ when you need to, and don’t let people steal your time.

24. Make sure there is variety in your day – mix things up a bit if you can, to avoid tedium.

25. Plan and control telephone calls. Make calls when you can, - these are more easily managed.

26. Make the very best use of emails – recognise when these save time over visits or phone calls.

27. Concentrate your efforts on those things on which your performance is judged and measured.

28. Don’t hoard paperwork – if in doubt, throw it out. Store on disk all you can.

29. Be firm with drop in visitors – tell them how few minutes you have for them, and keep to this.

30. Really get to know what your telephone and email systems can do, and use these well.

31. Stand up when drop in visitors arrive, and don’t sit down – this will keep them from taking root.

32. If possible, meet callers outside your work area, and arrange furniture to deter time stealers.

33. Don’t attract sit-down callers by invitingly large spaces in front of your work space.

34. Chairs are a magnet to those with not enough to do, so get rid of them when you can.

35. Clutter and heaps of paper makes you look and fell disorganised, where possible, file the pile.

36. Handle paperwork just once – take action, and get rid of it!

37. Find a ‘hideaway’ place not known to those who will distract you when you need to focus.

38. Make appointments with yourself in your diary so you do get planning and thinking time.

39. Work out what an hour of your time is worth, including N I, pension and so on – scary!

40. Don’t be daunted by the size and complexity of major tasks – break these down sensibly.

41. Be clear about your rights, and stand up for these when others try and dump work on you.

42. Don’t over-formalise written communication – emails help a lot here – letters soak up time.

43. Get to know how you spend time – we don’t always know where it goes.

44. Use travelling time to think – what other chance do you get for this. Radio off brain on?

45. You may find it helpful to carry a notebook around with you to capture thoughts and ideas.

46. Do all you can to ensure meetings run well – and only attend those you really must.

47. Don’t confuse activity with productivity – remember, ‘fail to prepare, and prepare to fail’. 

48. Work the hours that mean you get most done – this may mean starting work earlier.

49. Learn to say ‘no’ when you need to, whoever does the asking! 

50. Be clear about the things you need to do well, and ask yourself ‘why am I doing this?’ a lot.
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