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ORDER OF PROCEEDINGS

Please note that the times reflected below are estimates only and may differ slightly from venue to venue.

	08h00 – 08h30
	Registration and Tea

	08h30 – 08h50
	Fasset Overview

	08h50 – 10h20
	Speaker Time and Stress Management

	10h20 – 10h40
	Tea Break

	10h40 – 12h20
	Speaker Time and Stress Management Continued

	12h20 – 13h00
	Lunch

	13h00 – 14h20
	Speaker Time and Stress Management Continued

	14h20 – 14h40
	Tea Break

	14h40 – 16h00
	Speaker Time and Stress Management Continued

	16h00
	Close


The views of the keynote speaker are not reflective of the official views of Fasset.
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1) Time Management

Why improve your time management?

· Do you always meet deadlines? 

· Do you have enough time to do the things that are important? 

· Do you spend enough time with your family / friends? 

· Do you spend enough time relaxing, taking exercise, enjoying your hobbies? 

· Are you always content with the amount of time that you have available? 

· Do you spend enough time thinking about / planning the future?

· Do you spend enough time with the members of your team? 

· Do you spend enough time with your customers? 

· Do you spend enough time reading and keeping up to date? 

If your answer to one or more of the above questions is no, then you could benefit from improving your time management. 

Your time management techniques

List your current techniques/principles in managing your time:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What in your opinion are your time wasters?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Looking for time

Record everything you do during each half hour period for a week. At the end of the week, complete the summary of activities and see how you spend your time.

	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	6h00
	
	
	
	
	
	
	

	6h30
	
	
	
	
	
	
	

	7h00
	
	
	
	
	
	
	

	7h30
	
	
	
	
	
	
	

	8h00
	
	
	
	
	
	
	

	8h30
	
	
	
	
	
	
	

	9h00
	
	
	
	
	
	
	

	9h30
	
	
	
	
	
	
	

	10h00
	
	
	
	
	
	
	

	10h30
	
	
	
	
	
	
	

	11h00
	
	
	
	
	
	
	

	11h30
	
	
	
	
	
	
	

	12h00
	
	
	
	
	
	
	

	12h30
	
	
	
	
	
	
	

	13h00
	
	
	
	
	
	
	

	13h30
	
	
	
	
	
	
	

	14h00
	
	
	
	
	
	
	

	14h30
	
	
	
	
	
	
	

	15h00
	
	
	
	
	
	
	

	15h30
	
	
	
	
	
	
	

	16h00
	
	
	
	
	
	
	

	16h30
	
	
	
	
	
	
	

	17h00
	
	
	
	
	
	
	

	17h30
	
	
	
	
	
	
	

	18h00
	
	
	
	
	
	
	

	18h30
	
	
	
	
	
	
	

	19h00
	
	
	
	
	
	
	

	19h30
	
	
	
	
	
	
	

	20h00
	
	
	
	
	
	
	

	20h30
	
	
	
	
	
	
	

	21h00
	
	
	
	
	
	
	

	21h30
	
	
	
	
	
	
	

	22h00
	
	
	
	
	
	
	

	22h30
	
	
	
	
	
	
	

	23h00
	
	
	
	
	
	
	

	23h30
	
	
	
	
	
	
	

	24h00
	
	
	
	
	
	
	

	24h30
	
	
	
	
	
	
	

	01h00
	
	
	
	
	
	
	

	01h30
	
	
	
	
	
	
	

	02h00
	
	
	
	
	
	
	

	02h30
	
	
	
	
	
	
	

	03h00
	
	
	
	
	
	
	

	03h30
	
	
	
	
	
	
	

	04h00
	
	
	
	
	
	
	

	04h30
	
	
	
	
	
	
	

	05h00
	
	
	
	
	
	
	

	05h30
	
	
	
	
	
	
	


Summary of activities for the time-use chart.

At the end of the week, summarise your activities on the chart below. Once you evaluate where your time goes, use the schedule to improve your time use.

	Activity
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Total
	Percent

	Work Related
	List activities

Total
	
	
	
	
	
	
	
	
	

	Personal
	Social

Recreat.

TV & Video

Total
	
	
	
	
	
	
	
	
	

	Health Related
	Eating

Bathing

Exercise

Sleep

Total
	
	
	
	
	
	
	
	
	

	Family related
	Playing

Cooking

Cleaning

Other

Church

Total
	
	
	
	
	
	
	
	
	

	Travel
	
	
	
	
	
	
	
	
	
	

	Other
	
	
	
	
	
	
	
	
	
	

	Total hours
	
	24
	24
	24
	24
	24
	24
	24
	168
	100


To determine percentage, divide the number of hours in an activity by 168. For example, 56 hours of sleep divided by 168 = 33,3%.

Managing Work

Evaluation of time-use summary

The summary will be considered as the “intermediate” step in the time scheduling exercise. First, you were asked to keep track of how you spend your time. Later you were asked to budget your time. Now, analyse your expenditure – so that an appropriate budget can be determined.

1. Although there may not be a thing such as a “typical” week, the term “typical week” will be used in one where you had control over what you did and how you did them. As opposed to a situation where demands were placed on you over which you had no control.

2. Specifically what behaviour changes if any will you need to make to bring your actual time schedule into agreement with what you think your ideal schedule should look like?

Use a chart to determine what possible problems you have and give possible solutions to the problems.

2) Goals, priorities and planning

Personal goal setting

Personal goal setting is important in time management as you deal with many big and small choices and decisions on a daily basis. When you deal with a big decision you give it some thought and work through the task consciously. When dealing with smaller every day tasks you do it subconsciously. You have to direct the conscious and subconscious towards success and build up your motivation to achieve your goals.
You have to realise that YOU are in control of your life. You have to set your goals and work towards achieving them.

To set your own goals you must make use of some sort of “Master Plan”

S – Specific

M – Measurable
· This is the most difficult step.  Why?  Because you need to be able to measure what your objectives were and if you have achieved them. 

A – Action-orientated

· Here we apply the four W’s.

What

When

Where

Whom

R – Realistic

T - Timely

Examples:

1. What do you do when you go shopping for clothes?

2. What do you do when you go shopping for food?

3. What do you want to achieve in your current position in short term?

4. What do you want to achieve in your current position in long term?

HOW TO ACHIEVE THESE GOALS?

Questions:

1. What do you need to do to build a house?

2. Have you ever achieved anything in life without effort?

3. Does a baby run before it can walk?

4. How do you eat an elephant?

To achieve goals you need to:

1. Know your needs

2. Take one step at a time
3. Set specifications
4. Be the one taking action

5. Be realistic regarding needs and time frames

6. Believe in yourself

7. Dream

8. Set small reachable targets / goals and then in the  long term set bigger and better goals

9. Create positive thinking by achieving smaller goals

10. Realise the power of positive thinking
11. Put a motivational tool in front of you e.g.  a model car, the picture of the kitchen you want or a picture of a highly successful business woman

Goal setting is a powerful process for personal planning. 

The process of setting goals helps you choose where you want to go in life. By knowing precisely what you want to achieve, you know what you have to concentrate your efforts on. You'll also quickly spot the distractions that would otherwise lure you from your course.

More than this, properly-set goals can be incredibly motivating, and as you get into the habit of setting and achieving goals, you'll find that your self-confidence will increase rapidly.

Goal setting techniques are used by top-level athletes, successful business-people and achievers in all fields. They give you long-term vision and short-term motivation. They focus your acquisition of knowledge and help you to organise your time and your resources so that you can make the very most of your life.

By setting sharp, clearly defined goals, you can measure and take pride in the achievement of those goals. You can see forward progress in what might previously have seemed a long pointless grind. By setting goals, you will also raise your self-confidence, as you recognise your ability and competence in achieving the goals that you have set.

Goals are set on a number of different levels: 
1) First you decide what you want to do with your life and what large-scale goals you want to achieve. 

2) Second, you break these down into the smaller and smaller targets that you must hit so that you reach your lifetime goals. 

3) Finally, once you have your plan, you start working towards achieving it.

To give broad, balanced coverage to all important areas in your life, try to set goals in some or all of the following categories:

Artistic:

Do you want to achieve any artistic goals? If so, what?

Attitude:

Is any part of your mindset holding you back? Is there any part of the way that you behave that upsets you? If so, set a goal to improve your behaviour or find a solution to the problem.

Career:

What level do you want to reach in your career?

Education:

Is there any knowledge that you want to acquire in particular? What information and skills will you need to achieve other goals?

Family:

Do you want to be a parent? If so, how are you going to be a good parent? How do you want to be seen by a partner or by members of your extended family?

Financial:

How much do you want to earn by what stage?

Physical:

Are there any athletic goals you want to achieve, or do you want good health deep into old age? What steps are you going to take to achieve this?

Pleasure:

How do you want to enjoy yourself? - you should ensure that some of your life is for you!

Public Service:

Do you want to make the world a better place by your existence? If so, how?

The following broad guidelines will help you to set effective goals:

· State each goal as a positive statement: express your goals positively.

· Be precise: set a precise goal, putting in dates, times and amounts so that you can measure achievement. If you do this, you will know exactly when you have achieved the goal, and can take complete satisfaction from having achieved it.

· Set priorities: when you have several goals, give each a priority. This helps you to avoid feeling overwhelmed by too many goals, and helps to direct your attention to the most important ones

· Keep operational goals small: keep the low-level goals you are working towards small and achievable. If a goal is too large, then it can seem that you are not making progress towards it. Keeping goals small and incremental gives more opportunities for reward. Derive today's goals from larger ones.

· Set performance goals, not outcome goals: you should take care to set goals over which you have as much control as possible. There is nothing more de-spiriting than failing to achieve a personal goal for reasons beyond your control. These could be bad business environments, poor judging, bad weather, injury, or just plain bad luck. If you base your goals on personal performance, then you can keep control over the achievement of your goals and draw satisfaction from them.

· Set realistic goals: it is important to set goals that you can achieve. All sorts of people (parents, media, and society) can set unrealistic goals for you. You may be naïve in setting very high goals. You might not appreciate either the obstacles in the way, or understand quite how many skills you must master to achieve a particular level of performance.

· Do not set goals too low: just as it is important not to set goals unrealistically high, do not set them too low. People tend to do this when they are afraid of failure or when they are lazy! You should set goals so that they are slightly out of your immediate grasp, but not so far that there is no hope of achieving them. No one will put serious effort into achieving a goal that they believe is unrealistic. However, remember that your belief that a goal is unrealistic may be incorrect. If this could be the case, you can to change this belief by using imagery effectively.

· When you have achieved a goal, take the time to enjoy the satisfaction of having done so. Absorb the implications of the goal achievement, and observe the progress you have made towards other goals. If the goal was a significant one, reward yourself appropriately

Goal setting is an important method of:

Deciding what is important for you to achieve in your life

Separating what is important from what is irrelevant

Motivating yourself to achieve

Building your self-confidence based on measured achievement of goals

You should allow yourself to enjoy the achievement of goals and reward yourself appropriately. Draw lessons where appropriate, and feed these back into future performance.

10 Steps to attaining your goals:

1. Have a Dream.

Write Down What It is You Wish to Achieve!

Everything starts with dreams, desires & goals wants. They will always be more than you presently have. If they weren't you wouldn't want for anything. The most important thing you can do is write these ideas down as they happen. Take a note book with you. It may sound silly, but it is very effective and you can then capture all that is important to you.

With constant review and assessment you will, in a relatively short space of time begin to realise how important each and every goal is and you will sub-consciously work out ways to achieve them.

2. Look at "Your" Big Picture

As you develop your "Personal Achievement List" there are four types of needs you will take into account:

a) Physical Needs

b) Emotional Needs

c) Social Needs &

d) Financial Needs.

These are not written in any order. You will find your day to day living entails something from all these groups. For example your physical needs could be as simple as playing a game of golf to keep fit. Your financial needs will be slightly more detailed such as to have as much cash at your disposal to accomplish what you wish in during your allotted years. As your goals become clearer in your mind you will be able to understand the individual importance of each of these four groups.

3. Think Like a PT (Plan Thoroughly)

Now that you know what you want you will now need to start bridging the gap between where you are now and where you want to be. Sounds quite easy actually, doesn't it? Well, in a word. Yes!!! 

Now that you're in the practice of writing things down that are important to you may have started to plan and prepare. Be a PT (Prepare Thoroughly). You can't lose if you plan well. There is a very old cliché that's almost as old as the hills. In fact you will almost definitely know this...

"Businesses That Fail To Plan, Plan To Fail"!!!

It's so true if you are planning to travel from Johannesburg to Hannover in Germany and you had not travelled there before you will need a map to guide you there. Why is making money and goal achievement any different? It's not. All untraveled byways require a method and a plan or you simply won't get there.

You know what...getting there is probably going to be about the best fun that you have ever had up until now!

4. One Step at a Time

Okay this planning bit sounds good but how do I know when to do what? Like anything really to get to the next storey in a building you will need to climb the stairs to do it (sorry no escalators or elevator lifts in this building); meaning that the large target is absolutely nothing on its own it's quite simply a culmination of smaller targets (i.e. the steps ascending to the next storey).

All these stairs (steps) will need to be realistically attainable. Setting them above and beyond the stars will leave you nothing short of disappointed and quite possibly stressed to the highest degree due to its unattainability. Similarly if it's too easy you may get bored and give up the chase and move to something else which invariably will give you the same result time and time again. Plan well! Set realistic targets and sub-targets!!!

Plan to succeed from the outset.

5. Always Be Positive

Get into as many quality success publications that you can lay your hands on. To get to your goal you will need to brush away the negative attitudes that some long standing friends, family and others may laden you with. A healthy positive attitude is not enough on its own but it will open your mind to the plethora of possibilities that exist on your journey to bridging the gap between where you are and where you want to be.

Your attitude to life; to people; to everything will be the same attitude you portray to the pursuit of your goals. If you have an open positive attitude to everything this will overflow wonderfully into your goal achievement aspirations.

6. Persist Until You Succeed!!!

To claim your independence your desire for achievement will need to be spurred on by hunger fully supported by persistence. Without being persistent your efforts may become counter-productive and you may not get there. When you get knocked down - for heavens sake get up again.

Persistency is vital. Every knock down is simply a brief pause on the staircase during your ascendancy to the next floor. Learn from it and persist until you succeed.

It's really easy to succeed as every knock down just makes you stronger and more determined to reach your goal. Choose to win!!! 

7. Don't Dream It! BE IT!

Even the best, well thought out, beautifully laid plan means nothing until its implementation. Action is the key. Sure it's really important to contemplate your next step before you take it with a well structured plan but it means nothing unless you act upon it.

Don't wait for it to come to you; actively seek it out and attain your goal. Sure as anything no one else is going to realise your goals for you. Only you can do this. Will you???

8. Stay Active and Alert

Earlier I mentioned that you should dig into as much positive energy as you can. It is also a great idea to get into publications that are parallel to where your interests lie. To achieve the best result possible it's a good idea to be as educated as possible on all new developments.

If you wish to succeed in having the best Public Relations business in your area of town it makes sense that you will have researched the demand for your product in the area, pricing, needs etc. Most importantly you will want to know everything about this product to attract a new client base.

If someone walks in seeking help and you cannot give it to him/her not only will you look not just unprofessional but you'll also look like a bit of a dingbat as well. The best solution here is obviously to stay right up-to-date in your field of expertise so you can always offer sound advice. Staying alert and active in your chosen field will give you the edge over your competition. You can never be too knowledgeable

9. Review Regularly

At regular intervals review your performance. Draw charts. Make comparisons with where you are compared with where you want to be. If it's not as good as you want either adjust the goal or the method for its achievement accordingly.

Don't be disappointed if you can't do it all the first time as planned; believe you me you will need to confront obstacles in order to learn how to make things easier in the future. In fact obstacles are the best thing that can happen to anyone wanting to make a mark for himself. Making mistakes and adjusting your plan takes maturity. It comes with extensive review and self-analysis. The solutions will become simpler and simpler with regular review of your targets.

10. Have fun! Enjoy Yourself!

If you don't actively enjoy what you do how can you expect to get so much from it?

To be successful at what you do you must really enjoy what it is you do.

You will get only one life. It's not like an empty bottle that you can return after it's been used and get your deposit back. No way! When it's done it's done! We all get probably about 50 - 60 years of adult life and we are all individually responsible for how we use it. Follow your goals. enjoy it all and YOU WILL REACH YOUR TARGET

3) The Pareto Principle

How the 80/20 rule can help you be more effective

In 1906, Italian economist Vilfredo Pareto created a mathematical formula to describe the unequal distribution of wealth in his country, observing that twenty percent of the people owned eighty percent of the wealth. 

In the late 1940s, Dr. Joseph M. Juran inaccurately attributed the 80/20 Rule to Pareto, calling it Pareto's Principle. While it may be misnamed, Pareto's Principle or Pareto's Law as it is sometimes called can be a very effective tool to help you manage effectively. 

Where It Came From

After Pareto made his observation and created his formula, many others observed similar phenomena in their own areas of expertise. Quality Management pioneer, Dr. Joseph Juran, working in the US in the 1930s and 40s recognised a universal principle he called the "vital few and trivial many". 

As a result, Dr. Juran's observation of the "vital few and trivial many", the principle that 20 percent of something always are responsible for 80 percent of the results, became known as Pareto's Principle or the 80/20 Rule. 

What It Means

The 80/20 Rule means that in anything a few (20 percent) are vital and many (80 percent) are trivial. In Pareto's case it meant 20 percent of the people owned 80 percent of the wealth. In Juran's initial work he identified 20 percent of the defects cause 80 percent of the problems. Project Managers know that 20 percent of the work (the first 10 percent and the last 10 percent) consume 80 percent of your time and resources. You can apply the 80/20 Rule to almost anything, from the science of management to the physical world. 

You know 20 percent of you stock takes up 80 percent of your warehouse space and that 80 percent of your stock comes from 20 percent of your suppliers. Also 80 percent of your sales will come from 20 percent of your sales staff. 20 percent of your staff will cause 80 percent of your problems, but another 20 percent of your staff will provide 80 percent of your production. It works both ways. 

How It Can Help You

The value of the Pareto Principle for a manager is that it reminds you to focus on the 20 percent that matters. Of the things you do during your day, only 20 percent really matter. Those 20 percent produce 80 percent of your results. Identify and focus on those things. When the fire drills of the day begin to sap your time, remind yourself of the 20 percent you need to focus on. If something in the schedule has to slip, if something isn't going to get done, make sure it's not part of that 20 percent. 

Pareto's Principle, the 80/20 Rule, should serve as a daily reminder to focus 80 percent of your time and energy on the 20 percent of you work that is really important. Don't just "work smart", work smart on the right things.

It brings a kind of clarity into your life, since it keeps you focused on the important things and alleviates the stress of feeling that “you have to do” many of the less important things. It frees you from rules such as “I have to attend every meeting” and lets you make your own rules. It makes life easier and often gets you where you want to go faster and smoother.

Before you do something, ask yourself: does this belong to the 20% group?

A problem when trying to use this principle is that the crucial 20% is often something that we procrastinate about. It may be because sometimes it’s hard work. And these few activities can have a big effect on our lives and change can be uncomfortable.

4) Plan your time

The time management funnel provides a framework to help you to make best use of your time: 

· Clarify your goals and objectives. 

· Set your priorities. 

· Identify ‘to do’s’ 

· Adopt a system. 

· Decide what to do right now. 

Managing your time is about being effective (doing the right things) as well as being efficient (doing things right). To ensure that you are doing the right things, you need to have clear goals: 

· Identify your ‘key result areas’ i.e. the main aspects of your job where you should achieve measurable results.

· Identify specific objectives and targets for each key result area, for the forthcoming year / quarter / month. 

· Ensure that your goals and objectives reflect the needs of your customers. 

· Decide how to track and measure your performance. 

· Set review dates, to check that your goals and objectives are being tracked. 

Use the goals and objectives worksheet below to help you. 

For each objective, identify the activities or tasks to be done. It is important to prioritise these, so that the most important and urgent tasks get done first. 

· Determine the priority of an activity in terms of importance (contribution to your overall success or achievement of an objective) and its urgency (how soon it needs to be done). 

	
	Of high benefit 
	Of low benefit 

	Lots of time pressure 
	Important and urgent 
(1) 
	Urgent but of low importance 
(2) 

	No time pressure 
	Important but not urgent 
(3) 
	Low urgency and low importance 
(4) 


Plan to do the tasks in the following order: 

1. Plan to do tasks, which are both important and urgent first. 

2. Fit the urgent but not important tasks in quickly after. 

3. Put time aside when you will do the important but not urgent things. 

4. Identify time wasters and resolve to ignore them. 

From Step 2, develop your ‘to do’ list – daily / weekly / monthly. 

Decide how much time to spend on each activity, considering the time-benefit ratio. How much time is it worth, considering its value? 

Set time limits and deadlines for everything you do. 

Consider who should complete the task. Is it the best use of your time, or should it be delegated to a member of your team? 

It is not possible to plan everything, as there will be problems to sort out, ad hoc requests etc. However, take control of your time with the help of an appropriate system. 

Here are a few examples, use the one (or combination) that best suits your needs. 

	Diary 
	· Use it to plan ahead. 

· Allocate time for your ‘to do’s’. 

· Use it for reminders. 

· Diarise review dates. 

· Allocate time for your customer/s and your team. 

· Allocate time for thinking and planning. 

· Leave ‘buffer’ time between tasks. 

	Monthly / weekly planner 
	· Set your short term goals and objectives. 

· Plan the month / week ahead. 

· Leave time for unforeseen circumstances. 

	Daily planner 
	For each day, list: 

· Results to achieve. 

· Actions to take. 

· People to see / speak to. 

· Meetings to attend. 

	Charts 
	· Use wall charts for targets and information 
relevant to the whole team. 

	'Speak to' lists 
	· Make a note, under the name of each individual 
with whom you have key contact, 
of what you need to speak about. 

	Voice and email 
	· Use to: 

1. brief others; 

2. answer queries; 

3. seek information. 

· Don’t fall into the trap of over use! 
It can be damaging to working relationships. 


Your time management system will help you to determine what you should be doing now. 

· Avoid distractions and try to manage time wasters. 

· Identify the root causes of what wastes your time. 

· Remove time wasters, if possible, or at least minimise their impact. 

· Review whether or not you are delegating enough. 

· Discourage others from keeping you informed of too much detail. 

· Anticipate what information you need to share with your team and find a time-effective way of doing it e.g. a short meeting, an email. 

· Only hold a meeting if it’s necessary and be disciplined in sticking to a timed agenda. 

· Avoid interruptions by letting others know when you would prefer not to be interrupted. 

· Learn how and when to say no, to avoid always being led by the priorities of others. 

· Before making telephone calls, make a list of points to cover. 

· Insist on brief memos and reports, which show recommendations first. 

· The 80/20 rule usually applies to time – 80% of your results will be generated by 20% of your time. Keep your eye on the ‘vital few’. 

· Continually re-evaluate your activities in the light of your goals and priorities. 

· Develop the habit of finishing what you start and avoid flitting from task to task. 

· Take time to do it right first time. That way, you won’t waste time doing it again. 

· You are paid to plan, organise, think and provide leadership. Ensure that you are spending enough time on these activities. 

· Many people work excessively long hours because they are badly organised. Don’t be a busy fool. 

· Take your full holiday entitlement and get enough rest to keep healthy. 

	KEY RESULT AREA
	OBJECTIVES
	MEASURES
	TARGETS 
	DEADLINES
	REVIEW 
	PRIORITY

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


5) To do list

It is vital to have a neat working area as clutter wastes valuable space and provides distractions. Most of the time you will be sitting with a few client files in front of you, plus your computer and your audit file. You need to be organised. Imagine a situation where your manager requires a certain schedule, or your client requests a certain file and you have no idea where either are on your desk. You then spend 2 hours looking for them. This is inefficient!! You will only be required to work that time in.

You should take 5 minutes at the end of every day to clean up your desk / work area. Go through everything that has accumulated on your desk during the day and decide whether to return it to its rightful owner, leave it in a neat pile on your desk, throw it away, file or lock it up. A piece of paper should only come across your desk once, do not keep shuffling the same paper around 10 times, it is extremely inefficient. Also, don’t just stuff it in a drawer somewhere, you’ll still have to clean or organise this pile at a later stage. Even worse, you may need to look through it in order to find something.

You will feel more in control over your work and not in so much disarray. When you leave the office of the client at the end of the day, you will feel a sense of accomplishment and comfort. 

Remember to also keep your studying area neat and organised in order to create a healthy environment. 

Cleaning up also goes for your computer drive

Make sure that you keep your hard drive also neatly organised and organise everything in a way that it is easy to find. Do the following:

· Delete someone else’s old files. They should have backed these up and transferred them to the respective person.

· Do not dump everything into one large folder, organise things into sub-folders.

· Separate your program files from your document files. 

· Create a “Client” and “Private” folder.

· Copy your unneeded files to disks and delete them.

· The same goes for email. Should you receive emails, once read, immediately delete, file or print in order to get them out of your inbox. A cluttered inbox does the same as a cluttered desk.

· Also, throughout your career, you will receive business cards, phone numbers and other details. Insert them immediately into your contacts folder and eliminate any wastage. Remember to delete old contacts often.

· Remember to back up important data at least once a week.

· You could also use your Calendar function in Outlook, or manual diary to block out time for yourself, add birthdays and anniversaries and to diarise future follow-ups as required.

To-Do Lists Tips

· When you think it - ink it 

· Constant companion - keep it with you 

· DAILY review 

Dealing with Paperwork

· Throw it away 

· Refer it to someone else 

· Act it on NOW 

· File it for later reference 

· Read it later - Allow time to do this! 

Inspiration
"If you can dream it, you can do it" 
Walt Disney

· Disneyland was built in 366 days, from ground-breaking to first day open to the public.

Paperwork
· Clutter is death; it leads to thrashing. Keep desk clear: focus on one thing at a time.

· A good file system is essential.

· Touch each piece of paper once.

· Touch each piece of email once; your inbox is not your TO DO list.

Telephone
· Keep calls short; stand during calls. 

· Start by announcing goals for the call. 

· Don't put your feet up. 

Scheduling Yourself
· You don't find time for important things, you make it. 

· Everything you do is an opportunity cost. 

· Learn to say "No". 

Everyone has Good and Bad Times
· Find your creative/thinking time. Defend it ruthlessly, spend it alone, maybe at home. 

· Find your dead time. Schedule meetings, phone calls, and mundane stuff during it. 

Interruptions
· 6-9 minutes, 4-5 minute recovery - five interruptions makes an hour. 

· You must reduce frequency and length of interruptions. 

· E-mail noise on new mail is an interruption - TURN IF OFF!! 

Comfort Zones
· Identify why you aren't enthusiastic. 

· Fear of embarrassment. 

· Fear of failure? 

· Get a spine! 

Delegation
· No one is an island. 

· You can accomplish a lot more with help. 

Delegation is not dumping
· Grant authority with responsibility. 

· Confirm goals, deadlines, and consequences. 

· Treat your people well. 

Challenge People
· People rise to the challenge: You should delegate "until they complain" 

· Communication must be clear: "Get it in writing" 

· Give objectives, not procedures. 

· Explain the relative importance of this task 

E-Mail Tips 
· Save all of it; no exceptions 

· If you want somebody to do something, make them the only recipient. Otherwise, you have diffusion of responsibility. Give a concrete request/task and a deadline. 

· If you really want somebody to do something, CC someone powerful. 

· Nagging is okay; if someone doesn't respond in 48 hours, they'll probably never respond. (True for phone as well as email). 

Good time management skills is what allows you to be productive and make progress in different areas of your life, and still retain control over your stress and energy levels.

“If you fail to plan, you plan to fail”.

6) Communication Skills
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THE COMMUNICATION PROCESS

WHO

  
SAYS WHAT
      
IN WHAT WAY
    

TO WHOM

                   WITH WHAT EFFECT 

1.Communicator 

2. Message

3. Medium

4. Audience


5.Feedback

Communications model
1.The communicator – the source or sender of the message (writer/speaker/non/verbal)

2.The message – the set of meanings being sent to or received by the audience (the findings)

3.The medium – the way in which the message is delivered to the audience (written/oral/non-verbal)

4.The audience – the receiver or designation of the message (the manager/other staff/husband)

5.Feedback – a reverse flow of communication also involving a message and channel, from the audience to the original communicator, that may be used to modify subsequent communications (response to your message)

Understanding the challenges and processes of effective communication


Downward communication











Upward communication









Horizontal communication





cross-channel communication

One of the major concerns in organisational communication is how to get information to all sectors of an organisation and how to receive information from all sectors in an organisation. This is the flow of communication, where in actual fact, nothing really flows.

Information however, does follow a certain process as explained above. So how can we effectively communicate? By understanding the various aspects of communication in our organisation.

Information is created, displayed and interpreted. How we create, display and interpret communication depends on aspects such as past experience, background, organisational culture and climate. The information has various means of flowing to all relevant parties in an organisation:

Downward communication

· Flows from positions with higher authority to positions of lower authority

· From top management to levels of middle management

· Messages are then given to employees

In most cases communication would relate to how to do a job, information on organisation policies and procedures, and the employees performance. 

Top management live in an information world and rely on middle management to give information to them on all aspects of the organisation and its various business units. 

Upward communication

· The information flows from the lover levels to the higher levels.

· Any staff member may request or give information to anyone at a higher level of authority

· Upward flow of information supplies valuable information for decision making by those who lead the organisation.

· Supervisors are informed of how well subordinates accept what should be done.

· It allows for clear communication and gripes and grievances to surface more easily, and to be dealt with.

· Organisations cultivate appreciation and loyalty from staff members as everyone is given the opportunity to contribute to the operation of the organisation.

So this sounds perfect. Why is it so difficult to maintain an upward flow of communication in an organisation? 

Here are four reasons:
1) The tendency for employees to conceal their thoughts

2) The feeling that supervisors and managers are not interested in employee problems

3) A lack of rewards for employee upward communication

4) The feeling that supervisors and managers are unresponsive and inaccessible to what employees say

There are seven principals to guide organisations and staff to develop upward flow of communication:

1) An effective upward communication programme must be planned

2) Upward communication operates continuously

3) Upward communication uses the routine channels

4) The programme stresses sensitivity and receptivity in entertaining ideas from the lower levels.

5) A key element to upward communication is objective listening

6) Upward communication programme involves taking action to respond to problems

7) Upward communication uses a variety of media and methods to promote the flow of information

Horizontal communication

· Consists of sharing information among peers within the same business unit.

· A business unit will consist of members who have the same superior or manager to whom they report.

· The members of the business unit have a very information relationship with one another.

· Competition can occur in this form of communication more than in others, as members tend to co-ordinate their work efforts to achieve a common goal.

Cross-channel communication

In many organisations the need arises for staff members to cross-communicate with other departments. As an example the Training and Development Department would have to communicate with the Finance Department to ensure funds are available for training.  A designated member of staff or the head of the business unit should do this so as to avoid distorted messages. The head of the business unit should be well trained in communication skills, know how important their role is in organisational communication and management should be aware of the great importance cross-channel communication plays in the development of the organisation. Feedback from meetings is vital to ensure that trust between the various business units develop. 

It is therefore important to understand what is your organisation’s climate in which you function and how best to develop effective communication processes.

7) Learning to say ‘no’
Saying NO can be very difficult. People with low self-esteem very often lack assertiveness and think that they have to meet the expectations of everyone. It is very hard for them to set limits with others. They sometimes feel ashamed or guilty if they say NO. However, when forced to do things against your will, you will end up in feeling used and resentful. 

A simple and direct "NO, I am not able to help you with that" is the best solution. If you want to (have to) give an explanation you should keep it simple:

"NO, I have already made another appointment for this time" or "NO, sorry. I am afraid I have to decline because I have no spare time." 

Other ways of saying NO: 

· I can’t do this right now. 

· NO, thanks. Not this time.

· Sorry, but NO. 

· Please accept that I cannot come. 

· I’d rather not. 

· "I'm sorry. That's not a priority for me right now."
· "I can't help you on this now, but I can get to it next week. Would that be okay?"
· "I have so much on my plate now I don't know when I can get to it. But I do know someone over here who can help you now."
· "Before I take this on for you, let me show you a few things so that you might be able to do it yourself."
· "I have made so many commitments to others, it would be unfair to them and you if I took on anything more at this point."
· "I don't know how soon I can help you on this, but I will get back to you as soon as I am free to help you."
· "I'm sure we're close enough that when I say "no" you'll understand it's for a good reason."
· "Sure I can help you with your request as long as we both agree and understand that the item I agreed to do for you yesterday is going to have to wait."
· "Before I take this over from you, what do you think we ought to do about it?"
· "Thanks for thinking to ask me, but, no thanks."
· "I would like to help you out on this but you understand I don't have the resources available to do the right job for you."
· "Now that's the type of thing I would love to help you on if only I had the time."
To say an assertive NO you should: 

· Start the sentence with the word NO 

· Shake your head and use nonverbal assertiveness to underline your NO. Your voice should be clear and direct. Keep eye contact. 

If someone makes a request it is fair to ask for time to think it over. The decision should be up to you, but sometimes it is difficult to say NO right now. You can try to use an empathic NO, if you would have helped under different circumstances: 

"Sorry, no. I would have kept your cat next weekend. But my husband and I will be off for visit. I know it will be hard to find someone to take care off the cat. I will try to help you next time." Remember: Saying NO is a very honourable response. You have the right to say "No"!

"If you don't stand for something, you will fall for everything".

The Seven Habits
From: The Seven Habits Of Highly Effective People: Restoring the Character Ethic, by Stephen R. Covey, Simon and Schuster, 1989.

1. BE PROACTIVE. Between stimulus and response in human beings lies the power to choose. Productivity, then, means that we are solely responsible for what happens in our lives. No fair blaming anyone or anything else.
2. BEGIN WITH THE END IN MIND. Imagine your funeral and listen to what you would like the eulogists to say about you. This should reveal exactly what matters most to you in your life. Use this frame of reference to make all your day-to-day decisions so that you are working toward your most meaningful life goals.
3. PUT FIRST THINGS FIRST. To manage our lives effectively, we must keep our mission in mind, understand what's important as well as urgent, and maintain a balance between what we produce each day and our ability to produce in the future. Think of the former as putting out fires and the latter as personal development.
4. THINK WIN/WIN. Agreements or solutions among people can be mutually beneficial if all parties cooperate and begin with a belief in the "third alternative": a better way that hasn't been thought of yet.
5. SEEK FIRST TO BE UNDERSTANDING, THEN TO BE UNDERSTOOD. Most people don't listen. Not really. They listen long enough to devise a solution to the speaker's problem or a rejoinder to what's being said. Then they dive into the conversation. You'll be more effective in your relationships with people if you sincerely try to understand them fully before you try to make them understand your point of view.

6. SYNERGIZE. Just what it sounds like. The whole is greater than the sum of its parts. In practice, this means you must use "creative cooperation" in social interactions. Value differences because it is often the clash between them that leads to creative solutions.

7. SHARPEN THE SAW. This is the habit of self-renewal, which has four elements. The first is mental, which includes reading, visualizing, planning and writing. The second is spiritual, which means value clarification and commitment, study and meditation. Third is social/emotional, which includes service, empathy, synergy and intrinsic security. Finally, the physical element includes exercise, nutrition and stress management. 

Good time management skills is what allows you to be productive and make progress in different areas of your life, and still retain control over your stress and energy levels.

8) Stress management 

Stress management can become a competitive advantage in the workplace.

Most people work under stress at least part of the time, and many work under crisis conditions more often than they would prefer.

To be able to consistently deliver more output than your rivals, at a better level of quality than them, under so-called “death or glory” conditions, will definitely get you noticed by those who count.

What is Stress?

Stress is an unavoidable consequence of life. 

Ultimately, stress is about growth – there can be no growth without stress. For example:

· Starting a new job

· Moving to a new position

· Getting married

· Changing jobs

· Having children

· Children starting school

· Daughter gets first boyfriend

While stress can cause misery and even death, it can also result in “good feelings”:

Some people thrive on challenge, while others seek a quiet life.

Some people suffer in demanding jobs, and others suffer in dull routine jobs.

Some people stare at the wall and long for the holidays, and others sit on the beach with their laptops and hope it rains so that they can drag the family home a few days early.

Some people drive fast cars and motorbikes, or bungee-jump, or skydive to get more “good stress”.

Some people go to scary movies, or ride roller-coasters, or buy boerewors rolls from pavement vendors.

Some use drugs such as cocaine and ecstasy to simulate the “good stress” feeling.

Some people play Russian Roulette.

Every person has a different level of “good stress”.

When the pressure on us is low, performance is normally low as other activities and distractions compete for our attention. 

If you are bored and unmotivated, increasing stress is useful in improving productivity – for example, imposing a completion deadline for the task, and perhaps some sort of penalty. 

At the ideal state of pressure we concentrate at our optimum, and will thus be able to perform at our optimum. 

However, when stress levels get too high, the consequential anxieties and disturbances may overload us and thereby reduce our performance. 

Why Does Our Body Feel Stressed?

Acute stress is the reaction to an immediate threat, commonly known as the “fight or flight response”. 

The human body developed under primitive conditions, where humans were comparatively defenceless and were often eaten by larger predators. 

It therefore evolved reflexes and responses to improve its chances of survival.

For example:

· on-going highly pressured work, 

· long-term relationship problems, 

· persistent financial worries. 

Over a lengthy period of sustained stress, your body and mind will adapt to accept the elevated stress levels as being normal, and this situation has been named the “General Adaptation Syndrome”. 

Early warning signs of burnout:

· Chronic fatigue - exhaustion, tiredness, a sense of being physically run down;

· Anger at those making demands;

· Self-criticism for putting up with the demands;

· Cynicism, negativity, and irritability;

· Exploding easily at seemingly inconsequential things;

· Frequent headaches and gastrointestinal disturbances;

· Weight loss or gain;

· Sleeplessness and depression;

· Shortness of breath;

· Suspiciousness and paranoia;

· Feelings of helplessness;

· “The walls are closing in”.

APPRECIATION

A sense of being appreciated, or loved, helps to manage stress and its consequences.

Maintain lots of warm relationships, and offer appreciation as much as receive it.

Working for charity, or just doing a good turn, generates the same value.

Love yourself.

9) PRACTICAL STRESS MANAGEMENT

Unless you are a Russian Roulette expert, prevention is obviously better than cure. 

There are a number of measures which can help to manage stress factors in general.

Unless you already have a good understanding of what your specific problem is, I recommend you follow the Seven Stage Strategy. 

Seven Stage Strategy:

· Make a list of all the things that cause you stress.

· For each of the above, identify all the drivers.

· For each of the drivers, identify the cause/s.

· For each cause, formulate a corrective action plan.

· Combine all the action plans to create a strategy.

· Build up physical, mental and emotional “stamina”.

· Practice “emergency action measures”.

A:  Sample corrective action plans
· Get out of debt;

· Restructure priorities and eliminate unnecessary tasks; 

· Stop drinking / gambling; 

· Live within your means, and save for emergencies;

· Get extra skills training, if you are not coping;

· Ask for extra resources, such as budget or assets or assistants; 

· Grow your job, to create stimulation and progress;

· Change your job, or your employer, or your career;

· Get a house closer to your job, or get a job closer to your house;

· Plan ahead where possible, and anticipate potential problems in good time;

· Prioritise tasks, to avoid last-minute crises;

· Plan time effectively, to avoid wasting time and effort;

· Focus on one task at a time;

· Set deadlines, to eliminate last minute scrambles;

· Set realistic goals for yourself – stretch yourself, but don’t drown yourself;

· Set reasonable standards for yourself and others - don’t expect perfection;

· Monitor your stress-causers, which may be unique to you, in order to better identify what causes you to stress – this will give you valuable guidance on the preventative measures and the corrective measures.

B: “Stamina-building” measures 
· Drink plenty of plain water – this helps your body to dispose of toxins, and ensures proper hydration to facilitate your circulation and oxygenation;

· Follow a well-balanced diet, with lots of fat and natural fibre – processed foods cause stress your body, which in turn causes mental stress;

· Try to cut down on sugar and caffeine – too much sugar poisons your body – while caffeine elevates tension and will create serious stress if you cannot engage in physical activity to burn it off;

· Stop smoking;

· Drink alcohol in moderation only – in small doses it is useful, but excessive indulgence creates a downward physical and emotional spiral which can be very difficult to break;

· Exercise regularly, to burn off adrenaline – however, avoid becoming an “exercise-junkie”, as the underlying hormone addiction is itself stressful;

· Regular massage releases tension spasms and acid build-up in the muscles, and leaves you relaxed and refreshed;

· Schedule time for pleasurable activities and hobbies;

· Create “alternative stress” – simply staring at the wall will allow your mind to remain focused on your problems, and you will not actually relax at all;

· Avoid boredom at all costs;

· Establish a regular sleep pattern, which suits your body – some people work better in the early morning, and others work better late at night;

· Take regular holiday breaks – a long weekend every second month can make all the difference, but you need at least one break of at least ten consecutive days per year as well, as you do not really relax properly for the first few days of your break;

· Improve your self-image – go to gym, lose weight, dye your hair, learn the piano etc;

· Establish and maintain a network of close and loving contacts, with whom you can discuss your issues and feelings –a friend, a spouse or a dog;

· Be loving and positive, and surround yourself with loving and positive people;

· Manage your personal life – stress at work complicates your ability to deal with personal problems, and stress from personal problems complicates your ability to deal with stress at work;

· If necessary, seek professional help.

C: Emergency action measures:
· Simply sit quietly with your eyes closed, and breathe slowly and deeply.

· If you feel too angry to maintain control, walk away – change your scenery.

· Understand what is happening inside your body, and deal with it consciously to maintain your cool.

· Do some high-intensity exercise, e.g. push-ups, to burn off some of the adrenaline, and to convince your body you have fought or fled.

· Focus on loving and feeling loved. Remember a happy event and focus on that memory for a while.

· Focus on the facts. When you get very stressed or emotional, you lose part of your ability to react logically - forcing yourself to think consciously and rationally prevents, to an extent, the onset of the defensive “fight or flight “hormones. 

· Consider the various underlying reasons for the stress-causing factors –– “the baby in the back”.

· Distance yourself – try to remove yourself from the actual situation, and imagine yourself instead as an uninvolved bystander who is able to observe the action objectively and calmly offer advice (and criticism) from the sidelines. 

· Regain control – identify the stress-causing factor, and start making a plan to implement some form of corrective action.

· Meditate.

10) In Summary: 10 Ways to simplify Your life

1. Delegate plan making

If you are the person always making social arrangements, chill out and let someone else do it for a change.

2. Social engagements

If you must meet people that you really don’t want to, meet them for drinks / coffee instead of dinner so as to make a quick getaway if you are bored.

3. Downsize your bag (handbag or briefcase)

Use a smaller bag and be fussy about what you put into it you don’t want to dig in your bag for your keys / cell phone. Get ones with pouches for cell phones, lipstick, keys, etc.


Also don’t pile your briefcase / computer bag with every bit of stationery possible, be selective.

4. Learn to say NO

In a social environment, just because someone demands your time, does not mean that you need to give it to them. Just say, thanks, but I unfortunately I am unable to do this. 

In a business environment, be a bit more tactful and negotiate a deadline.

5. Hit delete

As soon as you get sms’s emails or voicemails, do what you need to and delete them immediately so that you don’t have to waste time scrolling through them later.

6. Ignore your email

Designate specific times to clear email, do not keep stopping what you are busy with and check your email.

7. Max out free time

If you are struggling to find time to spend with certain friend, family or even yourself, block out time in your diary and stick to it. You also need time to unwind.

8. Designate a drop-off zone

If you are forgetful or end up focussing on the important things and not the small things, they will pile up and add to your stress. Designate a drop-off zone near your front door in order to grab items on your way out, e.g. dvd’s that must be returned or bills that need to be paid.

9. Prep in the pm

Prepare the night before, e.g. what to wear, getting your stuff together, or even preparing for a meeting. This helps to get you going quickly in the morning.

10. Sign up for on-line banking

Sitting at the bank must be the biggest time waster. Save time and bank charges, register to bank on-line and pay your accounts either on-line or through Easy Pay.

11) 12 Point plan for Stress Control

1. If you feel yourself becoming stressed, try to find somewhere quiet and do some

relaxation exercises or meditation.

2. Work no more than 10 hours per day.

3. Make yourself take a break in the middle of the day – go for a walk, meet someone for lunch- do anything that will break the routine.

4. Have at least one full day in every seven away from your work routine and try to do something pleasant.

5. Take regular exercise – if not daily, then twenty minutes three times a week.

6. Try to think logically and rationally about your problems. Take your time. If, for example, you are going to be late for an appointment, reduce your stress levels by taking the time to phone and let them know you are running late.

7. If you have a severe emotional or sexual problem, do seek professional help. Just taking that step can do a lot to relieve the pressure.

8. Do not rely on drugs, alcohol, cigarettes or other stimulants to see you through a period of stress.

9. Do not set unrealistic goals and deadlines for yourself.

10. Do not dwell on the past or fret about the future – concentrate on what is happening now.

11. Evaluate situations – in other words do not make mountains out of molehills, keep things in perspective.

12. Don’t ‘should’ on yourself, give yourself a break. Relieve yourself of this internal pressure.
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	N/A
	Already optimal
	can improve

further

	There are a number of factors which use up our available time if we don’t manage ourselves strictly, such as:

· Unclear and badly managed communication;

· Failure to delegate when appropriate;

· Fire fighting and crisis management;

· Inadequate technical knowledge, or re-inventing the wheel;

· Interruptions;

· Disorganisation, unclear objectives and lack of priorities;

· Procrastination and indecision;

· Over-loading, fatigue and demotivation;

· Perfectionism vs. Fine Tuning.

Each of these factors needs to be analysed and managed, to ensure the optimal utilisation of available time.

This checklist can help to guide an analysis of how you currently perform certain generic tasks and activities, to assist you to identify opportunities for improvement.

By considering your current style re each of the following issues, and marking them as either N/A, “already optimal” or “can improve further”, you will be able to generate a list of opportunities to generate immediate improvement.

Some sections of the checklist can be used to create separate focused checklists for specific tasks or activities.

It is also advisable that you encourage your subordinates to complete the checklist as well, if you have any subordinates, as well as spouses and other family members, as by easing their time pressure you will also reap benefits of your own. 


	
	
	

	How to save time communicating:
	
	
	

	1. Issue clear, unambiguous instructions in simple language.
	
	
	

	2. Avoid using jargon if possible, unless you are sure that everyone being addressed is familiar with the terms used.
	
	
	

	3. Be careful about shouting instructions over your shoulder, or sending a highly-abbreviated SMS message. 
	
	
	

	4. Rather spend a few extra minutes explaining the instruction properly, and save a few hours of having to re-perform work incorrectly done or fix up a mess.
	
	
	

	5. Allow time for the receiver to ask questions, and ask the receiver yourself if they are clear about what is required.
	
	
	

	6. Anticipate how your audience will receive your message, and plan accordingly to ensure comprehension and acceptance. 
	
	
	

	7. Be careful about your tone - try to phrase every instruction as a request, and always say “please”.
	
	
	

	8. If the audience is inclined to reject the message they are receiving, some extra motivational efforts or sweeteners may be required to ensure successful communication.
	
	
	

	9. Plan regular meetings for discussing routine matters with all of your colleagues, so as to avoid having to repeat the same message to successive people through the day.
	
	
	

	10. Get hooked up to the grapevine, so as to stay in touch with what people are really saying and feeling. 
	
	
	

	
	
	
	

	How to save time in meetings:
	
	
	

	11. An agenda must be compiled and adhered to.
	
	
	

	12. Only invite people who really need to be there.
	
	
	

	13. The chair must maintain control over the process, and ensure that the meeting is not hijacked or derailed. 
	
	
	

	14. The chair must ensure that all members are given a chance to speak, and that “loud” people are reined in where necessary.
	
	
	

	15. Allow a degree of tension and disagreement, but ensure criticism is constructive and professional.
	
	
	

	16. While humour can be useful in relieving tension, excessive joking is disruptive and destructive. 
	
	
	

	17. There must be a procedure for actually taking and recording decisions, so as to avoid circular discussions that yield no result.
	
	
	

	18. Be realistic about the number of items that could be meaningfully discussed in the available time.
	
	
	

	19. Because time tends to run out, place the more important items at the top of the agenda. Don’t fall into the trap of “clearing the other stuff out the way quickly”.
	
	
	

	20. Minimise items under “General” – try to get those people to commit an agenda item in advance.
	
	
	

	
	
	
	

	How to save time by delegating:
	
	
	

	21. Delegating certain tasks and functions helps you to create extra capacity for other purposes.
	
	
	

	22. When delegating an assignment, be very clear about the required outcomes and the time-frames.
	
	
	

	23. To the maximum extent possible, let the person who is going to do the work decide how to actually do it. 
	
	
	

	24. Get on-going, non-intrusive feedback about their progress.
	
	
	

	25. Avoid creating the impression that you don’t trust your subordinate, and that you are hovering ready to resume control.
	
	
	

	26. Maintain open lines of communication, and be available to provide support on request. 
	
	
	

	27. You must permit, and accept, a degree of failure. Provided you notice before it becomes a catastrophe, failure is a very effective means of learning and growing. 
	
	
	

	28. A subordinate should never be given a responsibility without the associated authority required to achieve that responsibility. 
	
	
	

	29. Delegate the whole task to one person, rather than to multiple persons “jointly”. 
	
	
	

	30. Unless circumstances dictate otherwise, no subordinate should ever be accountable to more than one manager simultaneously. 
	
	
	

	31. Senior managers should respect the chain of command, and should not pass instructions directly to junior staff without involving the middle managers to whom those staff report. 
	
	
	

	32. If you invest in growing your subordinates you will be able to delegate more, which means that you will be able to get more done and claim more credit with less personal effort and stress.
	
	
	

	33. The key to managing good people is to win, and maintain, their respect and trust.
	
	
	

	
	
	
	

	How to save time on crisis management:
	
	
	

	34. Often, the only difference between a challenge and a crisis is the amount of advance warning you have to take evasive action and/or make contingency plans. Plan your processes to ensure that you get timeous warning of looming problems.
	
	
	

	35. Prevention is better than cure. Assume that if anything can go wrong, it will, and put in place measures either to prevent the risk from materialising or to limit the damage if it does materialise (contingency planning.) Try to anticipate every possible situation, and prepare a standard response for each.
	
	
	

	36. If a crisis does occur, NEVER appear to be indecisive or unsure of yourself. In most cases, it is better to act incorrectly, than not to act at all. At least implement an immediate plan which deals with the immediate crisis elements (fire fighting) but which also works towards the rough direction of the final solution, with lots of flexibility and elasticity built in, and then fine-tune your plan as you acquire more information.
	
	
	

	37. If the plan is not working as anticipated, do not be scared to make a new plan.
	
	
	

	38. Maintaining flexibility is the key to crisis management, as you usually need to start moving before you are ready and it helps greatly to have the opportunity to make changes to your plans as you learn more about the specifics of the crisis.
	
	
	

	
	
	
	

	Competence and Policies:
	
	
	

	39. If you lack the skills or competencies needed to do your job, or needed to advance up the ladder, then ask for extra training.
	
	
	

	40. Where tasks have to be repeated frequently, in much the same way each time, it may be helpful to establish a “best practice” policy, so that everyone follows the same process each time. However, never allow the work to become a slave to the policies. The policies exist to support the work, not the other way around.
	
	
	

	41. Maintain open lines of communication with subordinates, and encourage them to report bad news as well as good news, so that problems can be quickly identified and corrective action suggested.
	
	
	

	
	
	
	

	Interruptions:
	
	
	

	42. Interruptions obviously slow down performance. However, some jobs consist of helping other people or giving input to situations, and in that case dealing with “interruptions” IS the job.
	
	
	

	43. Unless you are having a genuine crisis, see all visitors when they arrive, rather than have to get back to them. If they are subordinates seeking guidance, they may not be able to continue with their work until you deal with them, so they will waste time waiting for you.
	
	
	

	44. Ask subordinates who come to you with problems to bring suggested solutions with them.
	
	
	

	45. Maintaining relationships is an important part of a business career, so don’t get too abrupt with visitors. You always have time to say hello.
	
	
	

	46. It is wise to monitor your e-mail continuously, as you may receive genuinely urgent information which may impact on what you are currently doing.
	
	
	

	47. Pick up the phone when it rings - by the time they leave a message, you listen to it and call back, it would have been quicker just to answer it. It might be useful information, or it might be a client with an important question or request. It could also be a staff member who cannot continue without your input.
	
	
	

	48. Always keep a pen and pad by the phone, as it is very unprofessional as well as a waste of both party’s time to be scratching for a pen when asked to take a message.
	
	
	

	49. If you must call a known chatter box, phone just before lunch or at the end of the day, so that they have an incentive on their side to end the call sooner rather than later.
	
	
	

	
	
	
	

	How to save time by planning and strategising:
	
	
	

	50. A lot of time is wasted searching for things and for information – at home and at work. “A place for everything, and everything in its place.”
	
	
	

	51. At the personal level each person needs to maintain a “To Do” List. This can be converted into a LEAD Schedule, as follows:

· List the objectives or activities required to be achieved that day/week;

· Estimate as accurately as possible how long each task will take;

· Allow extra time for contingencies;

· Decide on priorities.
	
	
	

	52. Write down all the tasks that need doing.
	
	
	

	53. If they are large, break them down into their component elements, until all listed tasks will take no more than 1 - 2 hours each to complete.
	
	
	

	54. Don’t forget to include flex time for each task.
	
	
	

	55. Work out who other than yourself can do the things on your list, and delegate accordingly.
	
	
	

	56. For those things you have to do yourself, prioritise them.
	
	
	

	57. At the end of each day take stock of time spent. Analyse reasons for jobs which could not be completed and rearrange their priorities to fit them into the next day.
	
	
	

	58. It is also very important to schedule in time to relax and to spend with family.
	
	
	

	59. Keep an Activity Log for several days to help you to understand how you spend your time. Once you have logged your time for a few days, analyse your daily activities and see how much time you waste each day on less important things.
	
	
	

	60. Regularly review the LEAD schedules and Activity Logs for all subordinates, and help them to optimise their use of their time as well, so as to create extra capacity for your department.
	
	
	

	61. Don’t plan for the long term in too much detail – the future is uncertain, and your plans will probably need to be revisited as they roll out, so make general plans and refine them as you go.
	
	
	

	
	
	
	

	How to save time through Project Management:
	
	
	

	62. First, clearly identify the objectives of the project and the essential deadlines.
	
	
	

	63. Next, identify the required resources, including materials, equipment, people, skills, money, and identify where and how you will source each resource.
	
	
	

	64. The long term objectives must be broken down into a series of performance milestones, which are shorter term objectives. 
	
	
	

	65. Personal KPA’s are then designed based on the results required from each individual in order to achieve the short term and medium term objectives on due dates. 
	
	
	

	66. These KPA’s should form the basis of your performance management system.
	
	
	

	67. It is necessary to identify all cases where later steps cannot start until earlier steps are completed, or where later steps are in some other way impacted by the performance and results of earlier steps – e.g. bottleneck situations. The succession of these “high impact” steps is called the “critical path.”
	
	
	

	68. A monitoring system is required to identify when tasks fall behind deadlines, and to follow up and correct where appropriate.
	
	
	

	
	
	
	

	Procrastination:
	
	
	

	69. The key to managing procrastination is to recognize when you are doing it, understand why you are doing it and take active steps to overcome it and develop some momentum.
	
	
	

	70. Having identified WHY you are procrastinating, address the specific root cause/s, and motivate yourself toward improvement:

· Motivate yourself positively by designing some reward system for completing the task, or for making reasonable progress.

· Motivate yourself negatively by identifying the consequences of NOT finishing the task, including damage to your reputation and to your career.

· Remind yourself how much better you will feel once the task is no longer hanging over your head.

· Picture the possible praise and rewards which a successful completion might bring you.

· Plan and schedule your tasks, and challenge yourself to meet your deadlines.

· Create a bit of peer pressure for yourself, by publicly committing to a deadline.

· Break the project into a range of “bite-sized” pieces, to make it seem less overwhelming.

· Pick a piece of the task you are comfortable with and get it done quickly – once you have taken the first step the process may develop momentum.

· Spread the task over several days, if you can, so that the “burden” per day is reduced.

· “Chip away” at the task, by doing a piece now and again, until what remains is small enough to no longer be intimidating.
	
	
	

	
	
	
	

	Fatigue and Motivation:
	
	
	

	71. The mind works best when it is rested and relaxed. Working long hours many days in a row reduces efficiency, and this leads to time-consuming mistakes and re-work.
	
	
	

	72. LEARN TO SAY “NO!” If people can dump their work or problems on to your desk, they will. 
	
	
	

	73. Plan enough time for frequent breaks, especially when you're working under a lot of pressure.
	
	
	

	74. People who are demotivated spend a lot of time wishing they were somewhere else. They also spend a lot of time telling other people how demotivated they are, either looking for reassurance or else just sharing the misery. Warning signs of poor motivation levels include:

· High staff turnover;

· Extended lunches and tea-breaks;

· High levels of absenteeism;

· People leaving early for “sick” reasons;

· Staff arriving late and leaving early on a regular basis;

· Deadlines being missed repeatedly;

· Quality and quantity of output degenerating, causing wastage and requiring large amounts of rework;

· Increased speculation and corridor gossip;

· Negativity and procrastination;

· Staff increasingly placing their own interests ahead of their organisational loyalty, including looking at job adverts during working hours and even theft.

Each employee has their own set of motivating factors and what motivates some will be demotivating to others, such as travel, variety, responsibility, authority etc. You therefore need to ensure that the type of job and its attendant circumstances are matched to the “aspirations” of the employees concerned.
	
	
	

	
	
	
	

	Perfectionism:
	
	
	

	75. Consider what standard of performance is really required of the task. Achieving high standards means polishing and refining the product, which all consumes more time. “Doing it properly” does NOT mean “doing it as well as it can possibly be done”. “Doing it properly” means “doing it as well as it needs to be done in order to achieve the objective”. Do not let your time be whittled away by unnecessary details, or “polishing the soles of your gumboots.”
	
	
	

	76. Review your processes from time to time, to see if you can identify unnecessary elements, or ways to simplify or improve the way things are currently being done. Making things more simple has many benefits, including the following:

· Simpler processes require less time.

· There are fewer things to go wrong.

· It is easier to explain and communicate.

· It is easier to do, so can more easily be delegated.

· Fewer steps and less time usually also mean it is cheaper.
	
	
	

	
	
	
	

	Other Ideas:
	
	
	

	77. When deciding whether or not to take on an extra task, it helps to have a good idea of what your time is worth to you.
	
	
	

	78. When you start a piece of work, try to finish it without interrupting yourself if you can. It takes more time to pick up later where you left off than to maintain momentum until completion.
	
	
	

	79. File documents you need to keep, so that you can find them again more easily.
	
	
	

	80. Clean your desk/ workspace at least once a week – less clutter usually means less wasted time. It also helps you to find things that have been misplaced, or which you had forgotten about.
	
	
	

	81. Develop speed reading techniques, including highlighting important sections to be re-read on the second pass.
	
	
	

	82. Learn to use the computer properly, and learn the short-cuts in the various applications you use.
	
	
	

	83. Improve your typing speed and accuracy.
	
	
	

	84. Whenever possible, organize meetings so as to minimize time spent travelling – e.g. try to arrange all your Pretoria meetings on the same day etc.
	
	
	

	85. Video conferencing: You do not need to fly to another city for a meeting, because you can now hold the meeting over the internet with both parties sitting in their own offices. 
	
	
	

	86. Carry work with you that you can do while waiting or travelling. 
	
	
	

	87. If necessary, talk to your boss about either getting more staff to help, or reducing your responsibilities.
	
	
	



