


1.0	INTRODUCTION





1.1	This  procedure is an introduction to the principles of time management.





1.2	Time management is nothing more, nor less, than budgeting your most 	valuable resource, time and scheduling it for your maximum benefit.





1.3	Without effective time management, a person will fall victim to several 	pitfalls, including:


	


	Spending too much time on certain projects.	





	Not spending enough time on certain projects.





	Not doing certain projects at all.





	Not performing repetitive, periodic tasks on a timely basis.





	Not prioritizing tasks properly.





	Spending too much time wondering what to do next.





1.4	Time management follows after you have set goals and developed action 	plans.  It’s organizing your work schedule to accomplish what you have 		set out to do.





2.0	INVENTORY YOUR DUTIES





2.1	Develop an inventory of all your duties.  Focus on the short term must-do 	activities.





2.2	List them in order of priority, and classify them into three groups.  A’s are 	must-do items that keep the ship afloat.  B’s are important as soon as the 	A’s are done.  C’s should be accomplished if time permits.  Today’s A’s 	are often yesterday’s B’s of C’s that were not accomplished.





3.0	SCHEDULE YOUR DUTIES





3.1	At the end of a day, plan out what you will do this week, starting with 	tomorrow.  Schedule all the A’s first, then the B’s and C’s.





3.2	Schedule all the daily, weekly and other periodic tasks.








3.3	Review the schedule to determine how much time you have booked for 	each day.  Have too few hours been allocated to any given day?  Can some 	duties be rescheduled?  Massage the schedule, if possible.





4.0	ADJUSTING THE SCHEDULE





4.1	As you review the schedule, has any time been allocated for planning? If 	not, budget some time for this critical function.  Plan to plan during 	convenient times - don’t plan during busy periods.





4.2	Has any time been allocated for problem solving or exploring better ways 	of doing business?  Work with your employees on this, get their input, 	utilize their energy for the things they would like to see happen.  Fire 	fighting is not included here, unless similar fires are frequently repeated, 	which is indicative of a deeper problem.





4.3	Add up the daily hours required.  Are they excessive?  If so, have you 	delegated as much as possible?  If not, sort through your duties and 	determine who else might be able to take the load off your back, and 	implement the delegation.





5.0	OTHER STRATEGIES FOR WORKLOAD MANAGEMENT





5.1	Combat “work avoidance.”  Schedule in the unpleasant tasks.  Take the 	initiative to develop a solution to the problem you see, or develop an 	outline of the action you would like taken.  Get the boss to review it, make 	comments and sanction it.  This way the boss does not have to develop the 	ideas, he or she just has to approve them.





6.0	CONCLUSION





6.1	After you have completed all of the above, do you find you still have to 	take work home or are neglecting some duties? If you do, then:





	You are not effectively managing your time.





	Your position is understaffed.





	You are a workaholic.





6.2	None of the above is acceptable or healthy.  Inevitably, overwork will lead 	to stress or physical problems.  Avoiding this is your ultimate goal in time 	management.
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