TIME MANAGEMENT

It is not managing TIME, it is managing YOURSELF!!!

While we can’t manage time,

We can manage ….

· Activities

· Priorities

· Schedules

Spend the first and the last 15 minutes of the day organizing physically and mentally

It has been universally acknowledged that 80% of time is wasted to get 20% of work done

Consider when is your prime time

[image: image1.png]



Morning?
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Afternoon?
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Evening?

Consider scheduling your busy time or your difficult tasks according to your prime times

Leave less demanding tasks for lower energy times

Are your biggest time wasters…. 
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Self-generated?
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Environmental?

Self-generated time wasters
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Disorganization
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Procrastination

[image: image8.png]



Inability to say ‘NO’



#OUR OWN FAULT#
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Environmental time wasters
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Unexpected visitors
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Non-essential phone calls
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Junk mail
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Unnecessary waiting
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Crises
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Thinking others cannot do the best

We therefore need to look at a quadrant relationship between the following 4 parameters

· Urgent VS Non-Urgent

· Important VS Unimportant

THE TIME MANAGEMENT MATRIX

	
	URGENT
	NOT URGENT

	IMPORTANT
	Quadrant I

· Daily work

· Crises

· Pressing problem

· Targets
	Quadrant II

· Monthly work hours

· Customer enthusiasm

· Inventory management

· Relationship building

· Recreation

	NOT IMPORTANT
	Quadrant III

· Interruptions

· Some phone calls

· Some mail

· Gossip


	Quadrant IV

· Time wasters

· Procrastination

· Some pleasant activities

· Some phone calls


NOTHING IS URGENT. YESTERDAY’S ‘NOT URGENT’ BECOMES TODAY’S ‘URGENT’

ANYTHING LESS THAN A CONSCIOUS COMMITMENT TO THE IMPORTANT, IS AN UNCONSCIOUS COMMITMENT TO THE UNIMPORTANT.
Spending most time in Quadrant I results in


Stress, Burnout, Crisis Management, and always Putting Out Fire.

Spending most time in Quadrant II results in


Vision, Balance, Discipline, Control, Productivity.

Spending most time in Quadrant III results in


Short term focus, Crisis Management, Feel victimized & out of control, shallow relationships.

Spending most time in Quadrant IV results in


Total Irresponsibility, Dissatisfaction, dependent on others, Instructions to do basics.

Strategy of EFFECTIVE people
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Stay out of Quadrant III
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Stay out of Quadrant IV
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Shrink Quadrant I down to size
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Spend more time in Quadrant II

Effective people are not problem minded,

They are opportunity minded

C.j.joy
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