Time Management
Quote

 “Your greatest resource is your time.” — Brian Tracy
Overview

Time management deals with how individuals mange their time, it is about getting the most value out of the time that one has.  If time truly is a person’s greatest resource then using that resource wisely will be of the greatest value to the individual.  Say a person is given a bank account where they can make a daily withdrawal of $1,440.  They may spend the money however they want, but they must spend it each and every day, they cannot invest it or save it.  One would be considered unwise to not spend every penny, every day.  And yet so many people waste the 1,440 minutes that they are given each day.  In the corporate world the more one is able to accomplish in a given amount of time, the greater success he will find.
What Developing The Competency Does For You

The ability to manage one’s time effectively gives an individual the ability to accomplish more each day.  Getting more done each at work could mean more time at home with one’s family or impressing one’s boss with the ability to manage a heavy work load.  Ultimately it could mean a promotion over a coworker or greater success in the business world.  Not dragging a task out allows individuals to get more tasks done, or it could mean getting tasks done better as one would have more time to review his project prior to submission.  In addition, not always worrying about working late to meet last minute deadline because time was wasted previously could mean less overall stress in one’s life.
What Lacking The Competency Will Do To You
An inability to exercise proper time management skills means an inability to fulfill all of one’s business, social, and personal commitments.  In the end this will lead not only to frustration and stress, but ultimately the failure of your business and/or other areas of one’s life.  Allocating too much time to a given task will subtract from the amount of time one is able to spend on additional tasks and leave an individual with unfinished projects at the end of the day.  Spending not enough time on tasks will result in a lesser quality final product, thus balance must be achieved through mastering time management.
Developing The Competency
Action Steps

1.
Set goals.  You cannot know whether or not you are spending your time most effectively if you do not know what you want to accomplish with your time.  Setting goals allows you to determine what you most want to achieve, knowing this will allow you to spend your time in ways that lead to accomplishing the goal.  Thus less time is spent on less meaningful tasks.
2.
Create a list of everything you need to accomplish to meet your goals.  This will include daily, weekly and monthly tasks.  Whether it is in a daily planner or a computer program or somewhere else entirely, seeing written down what you need to do, and referring back to it throughout the day will allow you to stay on task.
3.
Prioritize.  After writing everything down you may discover that no matter how well you manage your time you will not be able to accomplish everything you want to in a given day.  Thus you must prioritize your task so that you are only spending your time on the most important things.  In order to prioritize your day you will likely need to refer back to your goals.  What tasks will help you to achieve your goals the quickest?
Tips and Ideas

· Develop a daily to do list
· Categorize your tasks based on most important and most urgent
· Delegate tasks where possible
· Set time limits for yourself to complete tasks
· Do not overload yourself with more than you can do, this will only discourage you and throw you off task

· Do not schedule every second of your day, emergencies and unforeseen tasks will come up that require your attention

· Tackle the toughest jobs first, so that you aren’t already burnt out when you get to them

· Organize your physical surroundings so that you don’t have to waste time always trying to find things

Example

Isaac had been working for Pareto Investments for five years.  His job required him to work from eight to five everyday, however he found himself consistently working overtime to try and finish all of the projects that he was assigned.  He wanted to impress his boss in hopes of getting a promotion, but he also wanted to spend more time at home with his family.  He is a hard worker and does high quality work, ensuring that each project he submits is done correctly the first time.  

After some self reflection and evaluation, Isaac discovers that an unusually large amount of his time is spent socializing with coworkers, attending unproductive meetings, responding to emails and working on trivial tasks.  Of course his boss could not trust him to manage other employees when he cannot even manage his own time effectively.  Isaac decides to retrain himself to get more done each day.  This will allow him to continue producing high levels of quality work while still finishing by five o’clock each day so that he can spend more time with his wife.

Each day when he arrives at work Isaac begins by making a list of everything he needs to get done before he leaves that day.  He then prioritizes them from most to least important.  He discovers that he has an extra meeting to inform his committee members what he accomplished on their project during the previous week.  Instead of spend an hour meeting with them, he sends out a quick email updating them on his status and assigning tasks for the upcoming week.  He then asks the department secretary to work on his more trivial tasks, such as scheduling interviews and making copies.  He refrains from personally responding to every email in his inbox and only focuses on the ones he needs to.  And finally he avoids lengthy conversations with his coworkers throughout the day and focuses on socializing during his lunch break instead.

By the time five o’clock comes around, Isaac had accomplished all of the tasks on his to do list and is able to go home and spend the evening with his family.  As a result, his boss takes note of his ability to manage his time and entrusts him with a promotion overseeing additional employees within the department.
Originally, he thought he was impressing his boss with all of the overtime he was putting in, but in the end the ability to accomplish the same amount, and quality, of work in a shorter time was what he really needed to do in order to get a promotion.
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