TIME managemernt

Take Time To Make Time

Whar would vou do o vou Found

voursell with an extra seven hours a
week ! How would this exrra rime make
i difference to yvour business! Getting
through ench day with time o spare
your  Tiime
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maremment skills

Time-manaeement is about orgimising
vorsell, vour husiness and your daily
tasks so that you actually zet more oul
of vour diry in less time. To o this vou

need o develop o system.

Developing Your Personal Time-

Management System

Step 1 - Divide vour life into 6 or 7
GTCEs .

If your sit back and really think abour
vour lite there are probably only 6 or 7
headings all yvour guals, activites and
amhitions could be grouped under. For
example, you might choose family,

physical, financial, spiritual, mental

and social a5 your major headings,
Wt

headings across a double page of a note

ever you decide, lisr your
book or one each on a sepamte page.
{This list, after you've completed step
wo, will become your master-list, &0
vou need o keep it somewhere where
it's eisy to access and updare when

necessary. )

Step 2 - List all vour tasks and
aclivitics.

The secret to time management s
onmanising your whole life, not juste
thise activities that relate o your work
or business. So Yol next swep ks fo list
all the tasks and activities you want 1o
achieve vnder enach of the headings on
your master-list. Tackle one heading m
a timie and make vour lise exhaustive.
Include all your regular activities and
commitments  like  Omegatrend

functions, exercise, and  social
activiries. Then think abour all your
irregular activities such as painting the

house, preparing your annual business
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plan, or  ateending
meetings. Don't worry if your Dists end
up being quite long, it just means tha

you've Jdone this activiry thoroughly

Step 3 - Priovitise your activities.
Once you  have  listed  all  vasks
imaginable to the runming of your life,
you've gor 1o prionose them. This
Ineans ||1|.:ii-.|tLL: abour ench sk ond
deciding which is the most important.
Ask voursell, “IF | could only dio one of
rthese rasks, which one would 1 Jdo!®
When vou have found the first priovity
include thar one and sk the same
question of the remainder of the list
Do ie gz and you will have identified
yourr three highest prionity msks.

Step 4 - Creating a  workable
schedule.

Onee you have priocitised your tasks
you need to create a schedule by using
either a diary or o simple rimetable as
shown.

If you do decide o drw up

vour own timerable, the times yo



choose to begin and end your day should

depend on when you usually get up and

go to bed. Then depending on whar suits
your best, divide each day into 30 or 60
minute blocks. (An example of o mble

is shown on page 28.)

You may like to use a diary instead of a
timerahle,  All good business diaries
not  only  divide your day  inro
convenient time blocks, bur they also
feature convenient page layours and
other ideas that help keep you

orzanised.

Soimrespective of whether vou choose to
work with a diary, or dew up your own

time table, write in all your day o day

business and personal commitments.
Then refer o your master rask list (as
you developed in step 21 and block out
time for your priority tasks in each area.
Keep in mind some of your longer term
tasks may only be achievable by tckling

them step-by-step over o period of time.

Fior example, you may have set yoursell a

wonl of showing the plan 15 times
month. This cannot happen withouw
having previously planned who you're
poing o show the plan to, when and

whiere.

Step 5 - Update vour Tasks &
Schedule & Review vour progress
regularly:

The secret to time management is focus,
therefore vou need o regularly review
your tasks o keep yourself on ck.
Many people find it helpful o review
each day’s activities, and ser the next

day's sehedule, at the end of the day.

Reviewing vour tasks means taking our

vour master task s, crossing off those

tmsks  you  have completed,  and

Prioritising the nexr rhree most
impuortant tasks. v is ar chis time you
can add new tasks to your master list.
Although it may seem like you're
creating a never ending list, the
reward is an

satisfacrion and a life thar fows along
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incredible sense of

more smeothly because vou're actually

accomplishing your major goals,

However, you're likely o find thae
your business and personal priorities
comtinue to change over time. How
frequently they change will depend
upion how gquickly your business s
growing and the demands made on

your personal life.

Quick-tips on time-managements
Combine the we of your diary {or
rimerable) together with these quick-
tips and you'll be on your way to using
vour time effectively and efficiently.

* High prioviey tasks. When dealing
with these, arrange for uninterrupted
time to work on them,

* Expect the unexpected. MNothing
will ever go exactly acconding to plan.
So build in o boffer zome and allow
extra time for mishups beyond your
control, such as discovering your co-
driver has been navigating with the

street directory upside down!



