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Integrating People, Purpose, and Profit





FOCUS!
Organizing Your Time and Leading Your Life
What would you do if you had one extra hour each day?

“Time management is really a misnomer – the real challenge is not to manage time, but to manage ourselves.” 
- Stephen Covey in The Seven Habits of Highly Effective People
You can’t manage time.

You can only manage yourself.

This session will help you to get the most of the time that you have.

1. Purpose 
“Things which matter most must never be at the mercy of things that matter least.”
- Goethe

· Vision
· Mission

· Values

· Education

· Health

· Family

· Financial success

· Roles

· Parent

· Spouse

· Manager/Employee

· Volunteer
Do you ever feel like you are being pulled in too many different directions?

Developing a clear sense of purpose will help you to create an integrated life.

	Efficiency
	Effectiveness

	Clock
	Compass

	Things
	Relationships

	Time
	Results

	Getting a lot done
	Getting the right things done


2. Planning 
Top Time Waster #3 
- Inadequate Planning
· One portable planner

· SMART goals

· Weekly/Daily planning
· Time Zones

· Master task list

· Rituals

3. Prioritizing 
“Successful people don’t try to do everything. They learn to focus on the most important tasks and make sure they get done.” 
– Brian Tracy in Eat that Frog

“Time management can be captured in a single phrase: Organize and execute around priorities.”

- Stephen Covey in The Seven Habits of Highly Effective People

Top Time Waster #1 
- Management by Crisis 

Top Time Waster #4 
- Attempting too Much

· Quadrant II

· Urgency

· Importance

· Pareto Principle - 80/20

· P/PC Balance

· Production 

- Energy expenditure

· Production Capacity 
- Energy renewal

· Full Engagement
· Physical

· Mental

· Social/Emotional

· Spiritual

“The number of hours in a day is fixed, but the quantity and quality of energy available . . . is not” 
– Loehr & Schwartz in The Power of Full Engagement

High-Leverage Activities

· Improving communication with people

· Better preparation

· Better planning and organizing

· Taking better care of self

· Seizing new opportunities

· Personal development

· Empowerment

4. Productivity 
“One of the advantages of being disorderly is that one is constantly making exciting discoveries.” 

- AA Milne
Top Time Waster #7 
- Personal Disorganization 

Top Time Waster #8 
- Lack of Self Discipline 

Top Time Waster #9 
- Inability to Say "No" 

Top Time Waster #10 
- Procrastination
· Control the things you can control

· Take responsibility

· Alignment

· Intentionality

· Saying yes is saying no

· Saying no is saying yes
What do you do when things don’t go as planned?

5. Handling Interruptions

Top Time Waster #2 
- Telephone Interruptions

Top Time Waster #5 
- Drop-in Visitors

“If you are a manager or team leader, your true productivity is based on the output of your entire team, not just your own . . . Instead of always being time wasters, some [interruptions] become opportunities to increase the productivity and effectiveness of your team . . . The key is to distinguish the important interruptions from the true time wasters and handle each in an appropriate way.”

www.timethoughts.com/timemanagement/handling-interruptions.htm
· Deter
· Close door

· Use conference room

· Work from home

· Discover

· Urgent

· Important

· Urgent & Important

· Decide

· Respond (Urgent & Important)

· Emergencies (Anna – bedtime)

· Problem solving

· Teaching opportunities

· Watch out for monkeys!

· Reschedule (Important)

· Schedule a better time

· Create regular meetings with key people

· Create regular visiting hours (small blocks)

· Quiet time

· Refer 

· Reject

· Chronic socializers
· Demonstrate 
· Get to the point

· Do your own thinking

· Consider alternatives

· Email

· Scheduled meeting

Urgency Index*
Choose the number that best represents your normal behavior or attitude

                        Never                         Rarely                   Sometimes               Usually                    Always

0

      1
                         2

            3                              4
1. ____
I seem to do my best work when I'm under pressure.
2. ____
I often blame the rush and push of external things for my failure to spend deep, 
introspective time with myself. 
3. ____
I'm often frustrated by the slowness of people and things around me. I hate to wait or 
stand in line.
4. ____
I feel guilty when I take time off from work. 
5. ____
I always seem to be rushing between places and events.  
6. ____
I frequently find myself pushing people away so I can finish what I'm doing. 
7. ____
I'm often preoccupied with one thing when I'm doing something else.
8. ____
I feel anxious when I'm out of touch with the office.
9. ____
I'm at my best when I'm handling a crisis situation.
10. ____
I often eat lunch or other meals while I work.
11. ____
I keep thinking that someday I'll be able to do what I really want.
12. ____
It's difficult for me to really complete things without the pressure of a deadline.
13. ____
I often give up quality time with important people in my life to handle situations at work.
14. ____
I feel like I've really been productive if I've checked off a lot of items on my "to do" list.
15. ____
I get irritated when I or others make mistakes, or when things don't go right or get 
delayed.
16. ____
I start thinking about what I have to do at work within a few minutes of waking up.
17. ____
I have a hard time slowing down and relaxing when I reach the end of the work day.
18. ____
When something cancels or I get unexpected free time, my first thought is what work I can
do to fill the empty space.
19. ____
I have a hard time creating sacrosanct space in my life into which work doesn't intrude.
20. ____
While I'm working, I feel the pressure of all the other things I have to do that are hanging
over me.

         ____
Total 

    0-30       low urgency mind-set
    30-50     high urgency mind-set
    51+        urgency addiction
* from First Things First by Stephen Covey

Time Log                                        Date ____________
	Time
	Activity
	Category
	Notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Action Plan
_____________________________________________________________________________________________

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
Top 20 Time Wasters*
1. Management by Crisis 

2. Telephone Interruptions 

3. Inadequate Planning 

4. Attempting Too Much 

5. Drop-in Visitors 

6. Ineffective Delegation 

7. Personal Disorganization 

8. Lack of Self Discipline 

9. Inability to Say "No" 

10. Procrastination 

11. Meetings 

12. Paper Work 

13. Unfinished Tasks 

14. Inadequate Staff 

15. Socializing 

16. Confused Authority 

17. Poor Communication 

18. Inadequate Controls 

19. Incomplete Information 

20. Travel 

* from The Time Trap by Alec Mackenzie
Resources

Covey


The Seven Habits of Highly Effective People

Covey, Merrill & Merrill
First Things First

Loehr & Schwartz
The Power of Full Engagement

Mackenzie

The Time Trap

Smith


The 10 Natural Laws of Time and Life Management

Swenson

Margin: Restoring Emotional, Physical, Financial, and Time Reserves to Overloaded Lives

Swenson

Overload Syndrome

Tracy


Eat that Frog: 21 Great Ways to Stop Procrastinating and Get More Done in Less Time
Timethoughts.com
www.timethoughts.com/time-management.htm
Getmoredone.com
www.getmoredone.com/tips.html
Mindtools.com

www.mindtools.com/pages/main/newMN_HTE.htm
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Rendall & Associates
205 Carlyle Circle
Goldsboro, NC   27530
(919) 222-6295
dave@drendall.com
www.drendall.com
www.squidoo.com/fourfactors 
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