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About the Unit Standard
This module belongs to you. It is designed to serve as a guide for the duration of your
course and as a resource for after the time. It contains readings, activities, and
application aids that will assist you in developing the knowledge and skills stipulated in
the specific outcomes and assessment criteria.
Follow along in the guide as the facilitator takes you through the material, and feel free
to make notes and diagrams that will help you to clarify or retain information. Jot down
things that work well or ideas that come from the group. Also note any points you’d like
to explore further.
Participate actively in the skills practice activities as they will give you an opportunity to
gain insights from other people’s experiences and to practice the skills. Remember to
share your own experiences so that others can lean from you too.
Each section will be preceded by outcomes and assessment criteria taken from the
South African Unit Standards, where available. These will describe what you must
know and be able to do in order to successfully complete the course. If the course is
aligned to Unit Standards, you will be able to receive credits towards a National
Qualification upon successful assessment.

Programme Overview
Purpose
In order to achieve the credits and qualify for the this appropriate registered standard,
determined by the Sector of Education Training Authority, you are expected to have
demonstrated specific learning outcomes.

Specific Outcomes
Specific Outcomes describe what the learner has to be able to do successfully at the
end of this learning experience.
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Assessment Criteria
The only way to establish whether a learner is competent and has accomplished the
specific outcomes, is through the assessment process. Assessment involves collecting
and interpreting evidence about the learners’ ability to perform a task.
This module includes assessments in the form of self-assessments, group tasks,
quizzes, projects and a practical training programme whereby your are required to
perform tasks and collect, as portfolio of evidence, proof signed by your facilitator that
you have successfully performed these tasks.

To Qualify
To qualify and receive credits towards your qualification, a registered Assessor will
conduct an evaluation and assessment of your portfolio of evidence and competency.

Range of Learning
This describes the situation and circumstance in which competence must be
demonstrated and the parameters in which the learner operates.

Responsibility
The responsibility of learning rests with you, so ………
•

Be proactive and ask questions

•

Seek assistance and help from your facilitator, if required.

How You Will Learn
The programme methodology includes facilitator presentations, readings, individual
activities, group discussions and skill application exercises. Know what you want to get
out of the programme from the start and start applying your new skills immediately.
Participate as much as possible so that the learning will be interactive and stimulating.

How you will be assessed
This programme has been aligned to registered unit standards. You will be assessed
against the outcomes of the unit standards by completing a assessments that cover the
essential embedded knowledge stipulated in the unit standards, and by compiling a
portfolio of evidence that provides proof of your ability to apply the learning to your work
situation. When you are assessed as competent against the unit standards, you will
receive credits towards your National Qualification.

Personal Objectives And Expectations
You will get much more out of the programme if you take some time to think about the
things you would like to achieve as a result of the training.
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UNIT STANDARD
Unit Standard Title - Manage time effectively to enhance productivity
and enable a balanced lifestyle

Unit Standard ID - 117171
NQF Level - 3
Credits - 2
Purpose
This Unit Standard introduces a holistic approach to time management that will enable
learners to be efficient workers and lead a balanced lifestyle. The qualifying learner is
capable of:
✓
✓
✓
✓

Reflecting on personal use of time in order to plan a balanced lifestyle.
Researching aspects of a balanced lifestyle and their relationship to productivity.
Investigating tools and techniques to manage time.
Applying knowledge of time management to enhance own productivity and
lifestyle.

Learning assumed to be in place
There is open access to this Unit Standard. Learners should be competent in
Communication and Mathematical Literacy at Level 2

Unit Standard Range
The typical scope of this Unit Standard is
✓ Activities include, but are not limited to, home, work, recreation, relaxation, social,
family responsibilities, community activities and scheduled, unscheduled and
wasted time.
✓ Support structures include mentors and networks.
✓ Tools include, but are not limited to, schedules, task lists, diaries, personal digital
assistants, and calendars and may be electronic or paper based.
✓ Measurable outputs in terms of quantity, quality and time.
✓ An action plan should include timeframes, resources, minimum standards and
mechanisms for review.
✓ Review should include reference to possible adjustments to goals or plans.

Specific Outcomes and Assessment Criteria
Specific Outcome 1: Reflect on personal use of time in order to plan a balanced
lifestyle.

Assessment Criteria
✓ Own activities over a specified period are analysed to determine own use of time
✓ Time spent on activities is analysed in terms of time in relation to quality and
quantity
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✓ The most productive time of the day is identified for own lifestyle patterns and
habits
✓ The relationship between own stress levels and time management is identified for
a specified period.

Specific Outcome 2: Research aspects of a balanced lifestyle and their relationship
to productivity

Assessment Criteria
✓ The concept of a balanced lifestyle is explained with examples
✓ The concept of productivity is explained with examples
✓ The balance in own life is evaluated in terms of work and personal commitments
and an indication is given of the impact these have on each other and on
productivity
✓ Support structures in own life are identified and an indication is given of how each
serves as a resource.

Specific Outcome 3: Investigate tools and techniques to manage time
✓ Tools used to manage time are identified and an indication is given of when each
is appropriate
✓ The use of three different time management tools is compared with reference to
the advantages and disadvantages of each and an indication is given of possible
contingency plans for each tool
✓ Goal setting is explored as a time management technique and an indication is
given of how the achievement of goals can be measured in the short, medium and
long term
✓ The importance of planning in time management is explained with reference to
the integration of tasks, booking self time, prioritising tasks and meeting deadlines
✓ Techniques for dealing with interruptions and unscheduled tasks are identified in
order to set boundaries.

Specific Outcome 4: Apply knowledge of time management to enhance own
productivity and lifestyle
✓ Realistic goals are set for the short, medium and long term to achieve a balanced
lifestyle
✓ An action plan with measurable outputs is developed to meet specific deadlines
✓ Networks and support structures that could help to achieve personal goals are
identified for work and personal aspects
✓ The importance of regular review of goals and action plans is explained with
examples

Unit Standard Accreditation And Moderation Options
This Unit Standard will be internally assessed by the provider and moderated by a
moderator registered by a relevant accredited ETQA or an ETQA that has a
Memorandum of Understanding with the relevant accredited ETQA.

Unit Standard Essential Embedded Knowledge
N/A
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Critical Cross-field Outcomes (CCFO)
Unit Standard CCFO Identifying: The learner is able to identify and solve
problems in managing own time effectively

Unit Standard CCFO Working: The learner is able to work as a member of a
community, social or work based a team in participating in networks and support
structures

Unit Standard CCFO Organising: The learner is able to organise him/herself and
his/her own activities in managing time effectively to achieve a balanced lifestyle

Unit Standard CCFO Science: The learner is able to use science and technology
effectively and critically in using electronic tools where appropriate

Unit Standard CCFO Demonstrating: The learner is able to demonstrate an
understanding of the world as a set of related systems by recognising the relationship
between a balanced lifestyle and productivity

Unit Standard CCFO Contributing: The learner is able to develop cultural
sensitivity in arranging schedules to accommodate diversity in the workplace
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Introduction
1.1 What is Time Management?
Time management is the strategy of planning out your available time and controlling the
amount of time you spend on specific tasks in order to work more efficiently. Effective
time management comes easier to some people than to others, but everyone can
develop habits to improve their time management skills. Without strong time
management, your work and wellbeing can suffer, and it can lead to:
•

Producing poor quality work

•

Missing deadlines

•

Increasing your stress levels

•

Ruining your work-life balance

•

Harming your professional reputation

1.2 Why Is Time Management Important?
Time management is important because it helps you control your workday so you can
build your business without compromising your work-life balance. Here are seven
benefits of proper time management:

1.2.1 IMPROVE YOUR PERFORMANCE
When you learn to block time out of your day for all your important tasks, you’ll have a
better idea of everything you need to accomplish and how long each task should take.
When you have a schedule to follow, you’ll likely find that you spend less time deciding
what to work on or procrastinating and more time getting down to important work. Time
management can help you focus on just the essential tasks ahead of you and avoid
time-consuming distractions.

1.2.2 PRODUCE BETTER WORK
When you’re not constantly racing to meet a deadline, you can put more effort and
thought into your work. Time management helps you prioritize your tasks so that you
ensure you have enough time available to complete every project. The quality of your
work increases when you’re not rushing to complete it ahead of a fast-approaching
deadline.

1.2.3 DELIVER WORK ON TIME
Properly managing your time involves assigning every task on your list to a specific
blocks of time. Many people use time management to allow themselves several days to
complete a project, or finish it ahead of the due date to provide a buffer for any
challenges that might arise. If you properly schedule the time needed to complete your
work, you’ll be able to hit your deadlines every time.
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1.2.4 REDUCE YOUR STRESS
It’s easy to become anxious when you have a full list of tasks to accomplish both for
work and in your personal life. Good time management can help you prioritize your todo list and set aside the time needed for your most important tasks, so you know exactly
what you need to do and how much time you have available to complete everything.
Prioritizing your tasks and giving yourself enough time to accomplish them can help
reduce your stress levels.

1.2.5 IMPROVED CAREER OPPORTUNITIES
Time management can help you become a more reliable employee who always submits
high-quality work by your due dates. This in turn will make you more valuable as a
worker and improve your professional reputation, which can help you find new
opportunities to expand your career.

1.2.6 BOOST YOUR CONFIDENCE
When you manage your time properly and successfully meet your deadlines, you’ll feel
a sense of accomplishment and confidence in your abilities. Consistently finishing your
daily to-do list is a huge motivator that can drive people to further improve their time
management skills and take on new work opportunities.

1.2.7 BECOME MORE EFFICIENT
When you understand how to manage your time effectively, you’ll become more
focused at work which allows you to accomplish more with less time available. For
example, instead of trying to work on a big project when you have fifteen minutes free
before a meeting, you can accomplish a few small tasks in that time and save the bigger
tasks that require more brain power for when you have a large block of time free. You’ll
be able to work more efficiently to achieve more with less time.
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2. Overview of Time & Productivity
2.1 Time
2.1.1 The real meaning of time
More than 600 years ago, Geoffrey Chaucer marvelled that time (once lost) could never
be recovered. Through the centuries, men and women have continued the quest for that
“ineffable ineluctable essence” (*) of time control.
Yes, time can be managed, but not the way you manage other resources. In fact, “time
management” may be a misconception. In many cases, time manages you.
Business is concerned with wise management of resources, which can be manipulated:
✓
✓
✓
✓

Capital
Physical
People
Information

You can increase save, spend, invest or hold your capital steady. If you need more, you
can issue public stock, get a loan, or increase your product prices. You can increase /
decrease / change the work force.
Note

But time is unique. It is finite. There is only so much time,
and no matter what you do, you can’t get more. It’s the only
resource that must be spent (invested or wasted) the instant
you get it! And you must spend it at one never-varying rate:
60 seconds per minute, 60 minutes per hour. No discounts,
no inflation.

Time is the most democratic resource that exists

Compass vs. Clock
In his book First things first, Stephen Covey talks about the compass and the clock.

The

represents

Our commitments, appointments,
schedules, goals, activities.
What we do with and how we
manage our time

N

The

W

E
S

represents

Our vision, values, principles,
mission, conscience, direction
What we feel is important and
how we lead our lives

Page 9

The struggle comes when we sense a gap between the clock and the compass –
when what we do doesn’t contribute to what is most important to us
To close this gap we need to identify what our compass looks like and take a closer look
at and self-management our time behaviour.

2.1.2 The role of self-management
Time control is a paradox
Only you can only manage yourself in relation to time
and choose how you spend it
but

When it’s gone – it’s gone forever
Time is the basic stuff of the universe. Most people feel they’re wasting barrels of this
irreplaceable commodity. They are right. Self management is probably the single most
important factor in managing yourself, your work, and your time
If you manage your time so you can save one hour per day. You have therefore created
365 new hours for yourself in one year. That is equivalent to nine 40-hour work weeks.
Imagine the value of nine extra weeks. More effective work, more enjoyable leisure!

What you do with your time?
24 hours in every day, 168 hours in a week, 8 736 hours in a
year
In order to manage time you need to understand time.

2.1.3 What is time?
Different people experience time in totally different ways. The perception of time also
changes for the same person in different situations.

Consider this………
When you are completely absorbed in some creative activity that you enjoy and that
holds your attention, for example, pottery or woodwork, fishing, reading an interesting
book or watching a captivating movie, you may forget about time altogether and
experience a state of timelessness.
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What happens to time when you are bored or waiting for someone who is late?
We constantly ‘complain’ that about the lack of time……

Do the following statements sound familiar?

“If

“I

only
I

e
hav
r
e
nev

had
mor
e tim
e. ”

“I

“My

f
sel
my
r
fo
me
i
t
ugh
eno

e”
tim
h
g
nou
ve e
a
h
’t
don

life i
sa

cons

tant r
a

ce ag
ainst
time.
”

Remember….
Your perception of time is your reality

Time, is a basic element in the Western world whereby our lives are
organised, while it also creates a framework within which people
communicate, work and live. Imagine how chaotic things would be
without and clocks?
The organisation of time is essential for any person to fit into the
community of the Western world.
We need to identify what we can do to optimize time and to assist you we
will discover…
What you need to focus on to enhance and develop your optimal use of
time by entering the …..
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Time Olympics
The following steps, starting with self-assessment, will help you to become a time
champion

Self-assessment

Setting
Am I
track?

on

Goals

Planning –

Prioritising

Daily, weekly, monthly

For optimal time
use

Strategy to improve selfmanagement

..Identify time
sharks

Time management means efficient use of our resources and effective self-management
to enable us to achieve our goals. You require commitment to manage yourself and
focus on your goals. Analysing how you use your time will allow you to use it optimally
and planning will to help you achieve your dreams and goals.
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Exercise
Self-assessment: Time behaviour
Consider the factors below and circle the number that best represents the way you
behave.
1.

For me success depends
upon driving hard for
results. I set myself
goals and I drive hard to
achieve deadlines

1 2 3 4 5

For me success depends
upon many factors apart from
my goals

2.

I often do many things at 1 2 3 4 5
the same time

I always focus on one thing at a
time

3.

I prefer my work to be 1 2 3 4 5
measured by quantity

I prefer my work to be measured
by its quality

4.

I am seen as confident and 1 2 3 4 5
self-assured. I believe it is
an important part of my
personality

Although I feel confident and
self-assured I am not always
seen this way

5.

I get most satisfaction from 1 2 3 4 5
achieving things which will
give me a better future

I get most satisfaction from
achieving things that will give
me a better present

6.

I am very competitive and 1 2 3 4 5
often challenge people,
ideas and decisions

I
don’t
feel
particularly
competitive
and
I
rarely
challenge people, ideas and
decisions

7.

I often feel aggressive and 1 2 3 4 5
have to control my hostile
feelings

I tend sometimes to be a bit
non-assertive

8.

I often become impatient 1 2 3 4 5
with people and interrupt
them

I am patient with people and
allow them time to finish what
they are saying

9.

I have difficulty relaxing 1 2 3 4 5
and if I do I sometimes feel
guilty

I have no difficulty at all relaxing
and I never feel guilty about it

10.

I often feel the pressure of 1 2 3 4 5
time and deadlines

I very rarely feel the pressure of
time and deadlines

Add your score and look at the table below
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Score

Meaning

10 – 14

You are a clear Type A

15 – 24

You have a strong tendency towards Type A

25 – 35

You have characteristics of A & B

36 – 45

You have a strong tendency towards Type B

46 – 50

You are a clear Type B

Type A behaviour is typical of people who are inclined to meet their problems and work
load at a “work control” level. They tend to accept more than they can handle and prefer
to do the work themselves rather than delegate. They tend to resist any form of planning
because they perceive this to be a waste of time. Often the end result is that
Type A people are generally submerged in their work and often try very hard to keep on
top of things. Poor time management techniques, crises and fire-fighting are all part of a
days work. Type A people rarely identify the most important aspects of their work and
they tend not to prioritise.
Type A tendency is an orientation towards the volume of work, therefore quantity is
more important than quality. Often getting the job finished is more important than getting
the job finished well. There might be a sense of under achievement due to settling for
lower quality goals. This can also affect the solutions to problems and the richness of
ideas.
A further development area is the need to be sensitive and appreciate the contribution
of other people. Type A are often very independent and driven to be concerned with the
interpersonal side of relationships.
The Type A person might not be a satisfied worker as there are submerged frustrations
and possibly emotions, which impede effective, efficient and consistent performance.
Type B behaviour is typical of people who tend to meet problems and work load at an
under-achievement level. The drive for output is lower compared with Type A.
Type B tends to organize and screen workload so that they are seldom placed under
pressure. Complacency can become a major negative factor. Often due to a lower
workload pressure there is little need to plan. Type B appears to have more time than
required and often tend to waste time or procrastinates. A lack of pressure could lead to
disorganization at a personal level, rather than neatness and organisation.
Type B tend to be quality focused, numbers are less important to them.
Often Type B is too broad in outlook and this can impact the practicality and relevance
of ideas and solutions. This can lead to under-achievement.
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Exercise
Self-evaluation
Take a moment to answer the following to highlight further time
behaviour
Yes
- Someti
always
mes
1.

Are you spending your time the way you really
want to?

2.

Do you feel stressed and obliged to do things you
don’t want to?

3.

Do you get as feeling of self-satisfaction and
achievement from your work?

4.

Do you work long hours? How many per day?

5.

Do you take work home in the evenings and over
weekends?

6.

Is your job fun?

7.

Do you spend enough time with family and loved
ones?

8.

Do you make time to keel fit and healthy?

9.

Do you take holidays and long weekends?

10.

Do you have sufficient leisure / hobby time?

Exercise
Things I can and want to do to improve self-management
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No never

2.2 Productivity
Productivity is the amount of work you get done in the right way while at work. Every
minute of the day that you spend not doing what you are paid to do, is an unproductive
minute.
You employer expects you to work a certain number of hours per day and in that time,
you are expected to produce work of a certain quality and quantity. If you do not do
this, you are unproductive and you are costing the organisation money, since you are
being paid to work and you are not working.

Let us do a quick exercise:
Say, there are 10 people working in your section. On average, about five people arrive
for work 10 minutes late every day. About five people leave work 5 minutes early every
day. This means that in total in the section, every day at least one hour and fifteen
minutes’ worth of production time is lost. If your section works 20 days a month, that is
a total of 25 man hours that one person did not work – in total more than three days.
When you arrive late or leave early, you are stealing time from your employer, it affects
your productivity, it affects the profits of the business and in the end could cause the
business to close down.
Following is an extract from an article about a survey conducted by Microsoft.

Survey Blasts Knowledge Worker Productivity
By Daniel Stamp
"to make knowledge workers productive will be the great management task of
this century, just as to make manual work productive was the great management
task of the last century." - Dr. Peter Drucker
Becoming more productive at work has been the clarion call among individual workers,
teams and organizations everywhere for decades. Billions of dollars have been invested
with this aim in mind. So what have been the results of efforts to increase the
effectiveness of knowledge workers?
Not much it seems, judging by the results of Microsoft's recently released Personal
Productivity Survey, which reveals some disturbing but not unexpected information
about the effectiveness of business and individual workers alike.
The survey which drew responses from more than 38,000 people in 200 countries, rated
workers' individual productivity based on their responses to statements about workrelated practices. Worldwide, survey participants revealed some interesting conclusions
about the nature of productivity in their workplace, including these nuggets:
✓ People work an average of 45 hours a week; they consider about 17 of those
hours to be unproductive
✓ More than half the participants, 55 percent, said they relate their productivity
directly to their software
✓ People spend 5.6 hours each week in meetings; 69 percent feel meetings aren't
productive
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✓ Only 34 percent said they are using proven scheduling tools and techniques to
help them gain more free time and balance in their lives.
✓ 60 percent said they don't have work-life balance, and being unproductive
contributes to this feeling.
✓ Women had an average productivity score of 72 percent, compared with 71
percent for men.
✓ Workers said they receive an average of 42 e-mail messages per day.
The most common productivity pitfalls are unclear objectives, lack of team
communication and ineffective meetings -- chosen by 32 percent of respondents
overall -- followed by unclear priorities at 31 percent and procrastination at 29
percent
These new survey results confirm and highlight the opportunity for knowledge workers
to get better training and develop the skills on how to get the most out of software
productivity tools they use. But it has become increasingly obvious that technology isn't
everything. Indeed, the principal productivity tool remains the brain and how you and
your team mates use them will determine your effectiveness!
Start today to develop the skills that will help you master your technology and
improve your personal productivity. By developing essential skills such as time
management, personal organization, life/work balance and workload management
you will improve every aspect of your life.

2.2.1 What is a work-life balance?
Yes, your work is important and you should do what has to be done to get the job
finished. However, you should always still have time left for your personal life and your
family. You have to make time to spend with your family and friends, you have to make
time for hobbies or sport, in short, you must make time to relax.
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Exercise
In a group, discuss the article about productivity and what you understand productivity
to be.
Also discuss work-life balance and how well you are doing at the moment.

Organising and Managing Yourself
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓
✓

Personal disorganization or cluttered desk
Time spent looking for items or poor filing system
Procrastination
Lack of self-discipline in staying with your top priority until you get it done
Leaving tasks unfinished
Socialising which interferes with your top priority or
pointless conversations
Inability to say ‘No’ to requests
Attempting too much by yourself- refusing to accept
help or ask for help
Perfectionism or getting bogged down in details
Failure to listen or take notes
Indifference or lack of motivation
Tardiness or absenteeism
Haste or impatience
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2.2.2 Organising and Managing your Environment
✓ Telephone interruptions
✓ Drop-in visitors
✓ Noise or visual distractions causing attention shifts
✓ Paperwork or red tape or too many memos
✓ Meetings
✓ Confused responsibilities or authority
✓ Duplication of effort
✓ Multiple bosses
✓ Incomplete, unclear, or delayed information – on instructions or
feedback
✓ Lack of training – time wasted because you don’t know how
✓ Over control – unable to proceed when you know what to do
✓ Inadequate equipment or facilities

2.2.3 Time Solutions: Utilising Your Time Wisely
Since

each of jus has the same amount of time, but never enough time, we
need to:

Recognise the importance of our time
As your time goes, so goes your life. Every action, every thought takes
time. If you place a low value on your time, you place al low value on your
life.

Set goals and establish priorities
If we haven’t made choices, we tend to do easy things first, and the easiest
is not always the most important. That is why setting goals and carefully
establishing priorities are crucial steps in achieving success.

Identify and eliminate personal time wasters
To actually accomplish this, take and analyse a time log. Make a commitment to take
control of your human nature.

Time Solutions: Taking Control With SelfManagement
Control environment time wasters
Such as the phone, drop-in visitors, meetings or other interruptions.

Practice self-management
To manage ourselves we need to:
✓ Develop goals
✓ Establish priorities
✓ Conquer human nature
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Prioritise your tasks
Once you know what you want to get done, you can determine which actions you
must carry out to reach your goals. Then number them in order of priority.

Identify your number one priority and get it done first!
Resist the temptation to get small, easy, unimportant things done first so you can cross
them off your list. If you work on less important tasks, you will often find you have
reached the end of the day without having even started your most important priority.
The result will be frustration and ineffectiveness.

“Efficient is doing the job well. Effective is doing
the right job well.”
PETER DRUCKER
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Time Sharks

“All my possessions for a moment of time.”
Queen Elizabeth I on her deathbed

Where does your time get eaten away?
If you have the necessary insight and know how you are wasting time,
you may become interested in changing your management of time. It
is rather difficult to change something of which you are not even
aware.
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Exercise
Self-evaluation
How well do you manage your time?
Often

Someti
mes

Rarely

X4

X2

X0

1. Do you handle each piece of paperwork only once?
2. Do you begin and finish projects on
time?
3. Do people know the best time to reach you?
4. Do you do something every day that moves you
closer to your long-range goals?
5. When you are interrupted, can you
return to your work without losing
momentum?
6. Do you deal effectively with long-winded callers?
7. Do you focus on preventing problems before they
arise rather than solving them after they happen?
8. Do you meet deadlines with time to spare?
9. Are you on time to work, to meetings, and to events?
10. Do you delegate well?
11. Do you write daily To-Do Lists?
12. Do you finish all the items on your To-Do lists?
13. Do you update in writing your professional and
personal goals?
14. Is your desk clean and organized?
15. Can you easily find items in your files?
Subtotal

TOTAL
RESULTS
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Give yourself 4 points for every often you checked. Give yourself
2 points for every sometimes. Give yourself 0 points for every
rarely.
Add your points together. Read below to find out what your score means
49-60

You manage your time well. You are in control of most days and most
situations.

37-48

You manage your time well some of the time. However, you need to be
more consistent with time-saving strategies. Adding new techniques is
allowed.

25-36

You are all too often a victim of time. Don’t let each day manage you.
Apply the techniques you learn here right away.

13-14

You are close to losing control. Probably too disorganised to enjoy quality
time. A new priority powered time plan is needed now!

0-12

You are overwhelmed, scattered, frustrated, and probably under a lot of
stress. Practicing the techniques in this manual will help you.
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Exercise
Self-evaluation
Your use of Time
You know how well you manage time. Now try this one to
highlight …
Here is a list of the factors that many people working in
organizations have identified as causing them to make inefficient
use of their time.
Place a tick next to the ones that you consider are your own time wasters.
Unclear objectives
Inadequate
which to act

Postponed decisions

information

Lack of feedback
performance

on

on
your

Procrastination
Routine work

Too much reading

Interruptions

The telephone

No time planning

Meetings

Lack of competent staff

Lack of delegation

Lack of self-discipline

Drop in visitors

Training new staff

Lack of priorities

Unavailability of people

Junk mail

Demands not related to your job

Poor filing system

Fatigue

Questionnaires

Socializing

Lack of concentration

Coffee and tea breaks

Unintelligible
communication

(poor)

Lack of clerical staff

Red tape

Pet projects

Attempting too much at once

Too many reports to supervise

Having
your
overridden

Can’t say no

decisions
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Low morale
Trying to do more
possible

Mistakes
than is

Employees with problems

Failure to listen – self and
others

Confused responsibilities

Failure to motivate staff

Lack of coordination

Waiting for decisions

Volume of email

Lack of monitoring and review
procedures

Responding to the urgent rather
than the important

Orientation towards problems
rather than opportunities
Anything else?

2.3 What are time wasters in a workplace?
Time wasters are a part of everyone’s daily routine. The challenge is to overcome them
and become more productive and effective in your personal and professional lives.

2.3.1 Emails
Emailing has become the number one form of communication at the workplace, as it’s
convenient and a great way to keep an electronic record of your correspondences. But,
a LOT of the working day is spent fielding constant email, which can cause us to lose up
to 10 IQ points (the same as missing an entire night’s sleep). What’s more, a lot of
these emails are internal. A study by Halton Housing Trust found that out of 95,000
emails sent, 75,000 were internal.
Solution #1: If there’s something that needs to be discussed, opt for a phone or faceto-face conversation instead. It can mean the difference between an hour of work and a
two-day back and forth email discussion.
Solution #2: Never check your emails first thing in the morning. Instead, spend at least
30 minutes (or more if you can manage) working on something important. This is a
great time saver because you are concentrating solely on what you need to work on
without being distracted or bogged down with emails.
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2.3.2 Meetings
And dare I even mention work meetings and/or events? Forty-two percent of employees
feel that work meetings take away from their productivity and are basically a huge waste
of time.
Solution #1: The next time you’re invited to a meeting, have a discussion about the
agenda with the meeting host and ask why they think you should attend. Then set up a
system where other executives go in your place and brief you on what you need to
know later. It will save you time.
Solution #2: Consider Jon Petz’s (author of Boring Meetings Suck) “first in, first out”
approach. He says when you are invited to a meeting, respond by saying you will
attend, but also ask to meet the host a few minutes before the meeting to share your
insights since you won’t be able to stay the entire time. In this way, you’ll still appear
interested, but you will get to walk out early.

2.3.3 Online Distractions
Obviously, the Internet is a huge temptation while you’re at work. According to a survey
by Salary.com, only 20 percent of workers claim they don’t visit any non-work related
websites while they’re on the clock. And another study discovered that between 60 and
80 percent of the time employees spend on the Internet at work has nothing to do with
their jobs.
Solution #1: If you can’t resist checking your personal social media accounts every five
minutes, block them. Stay Focused is a Google Chrome extension that allows you to set
a daily fixed amount of time for certain websites, and once that time is up denies you
access to them. Harsh, but brilliant.
Solution #2: Allow yourself a proper lunch break. While 30 percent of employees don’t
take an hour for lunch, use that time to check all of your social media accounts and nonwork-related interests without feeling guilty about it!

2.3.4 Colleague Interactions
Forty-three percent of people who responded to the Salary.com survey said interacting
with co-workers caused them to miss the most work, beating the 28 percent who
answered with surfing the Internet. Nobody wants to spend their workday in silence, but
who can truly admit to be a master of multitasking?
Solution #1: Wear headphones while you’re working. It signals to your colleagues that
you’re busy and focused, and they’ll only bother you if it’s something important and work
related.
Solution #2: If you’re busy working on something, and a chatty co-worker starts talking
about last night’s baseball game, tell them you’re glad they stopped by because you
need them to [insert pointless work-related task here]. If they leave with a job to do,
they’ll be reluctant to come back to chat.

2.3.5 Motivation (or rather, a lack of)
When asked to choose the main reason why employees waste time at work, 11 percent
said it was due to a lack of incentive, 10 percent said they were unsatisfied in their jobs,
and 9 percent claimed boredom. Your job can easily become mundane and repetitive,
and it can be difficult to muster up the appropriate level of enthusiasm from time to time.
Page 26

Solution #1: Set personal goals. Nothing is more demotivating than working without an
incentive. If you feel like you’re not getting paid enough, work towards getting a
promotion within the next six months. If you don’t like what you’re doing, figure out
where you want to be and how you’re going to get there. With clear goals, you’ll find
yourself working more productively.
Solution #2: Mix up your to do list. Do you have a set of routines that are the same
every day; every week? Get out of that routine. Try new techniques and alternative
methods to what you’re using now. Not only are you making your job interesting again,
but you’re also learning and expanding your knowledge – and hey, if you find a new
technique that is more efficient, you’ll look good in front of your boss!

2.3.6 Disorganization
Your boss asks you for a copy of that important file, but you can’t find the hard copy
through the huge pile of scattered papers on your desk, and your online document
organization is just as bad. Being disorganized is one of the most common causes for
slowing you down at work and wasting time. In addition, you’re more likely to forget
something or miss that important deadline.
Solution #1: Declutter your workstation. Invest in a desk organizer and folders (a must
if you’re constantly submerged with paper hard copies), and be sure to put everything in
its proper place before you leave each night.
Solution #2: Keep a schedule/checklist, and give yourself time at the beginning and
end of every week to go through it. This may seem counterproductive at first, but
documenting exactly what you need to do, and checking off the list as you do each item,
will help you smoothly roll from one project to the next, without wasting precious time in
between.
At some point in your working life, you’ve probably encountered some, if not all, of these
time-wasting factors. But now you have no more excuses.

2.3.7 No clarity in direction
2.3.8 Lack of Planning/preparation
2.3.9 Procrastination
2.3.10 Unplanned/Emergency tasks
2.3.11 Lack of focus
What are
management?
2.4

the consequences of not proper time

Poor time management can have detrimental effects on both individuals and their
organisations. Let’s take a look at some of these effects…

2.4.1 Poor quality of work
When trying to complete tasks at the last minute, you will almost certainly sacrifice the
quality of your work for speed. You can avoid this by leaving yourself enough time at the
end of each day to check for any mistakes and make last-minute changes.
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2.4.2 Missed Deadlines
It happens to the best of us. Sometimes you take on/get given too much work and you
will inevitably miss the deadline for one of these jobs. That’s why it’s crucial to set up a
prioritised schedule - and to cut out or delegate any unnecessary tasks.

2.4.3 Poor working relationships
Your poor time management could potentially impact others negatively, for example, if
you are late for a meeting. Properly planning a schedule is a must if you are looking to
avoid awkward situations like this. Always plan enough time for corrections to your
work, even if you don’t need it. It’s better to be early than late!

2.4.4 Low productivity
2.4.5 Incomplete projects
2.4.6 Dissatisfied customers
2.4.7 Workplace conflicts
2.4.8 Financial Challenges (loosing clients/customers)

3. Steps to improve time Management
Time management skills are important and will take time to develop in the long term.
Finding what works best for you and your busy schedule is key here.
To get you started, here are 4 ways to improve your time management skills and
increase productivity.
1. Measure
Before you begin to manage your time effectively you need to know how to spend your
time currently
•

Time log

2. Analyze
Analyze how you spend your valuable time
•

Review or reflect how you spend your time

3. Improve
We go through several very practical tools for improving your time management skills
4. Control
How to maintain the improvement over time.
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4. TIME MANAGEMENT TOOLS AND TECHNIQUES
4.1 Goal Setting
4.1.1 Are you where you want
to be?
Do you know what your hopes dreams and wishes
are? Are you satisfied that you have goals and are
working towards achieving them?
If you answered no to the above then it is time to
answer the question….

4.1.2 What do you want?
Effective goal setting is necessary for success and achieving excellence. It involves
deciding exactly
✓ what you want
✓ when you want it and
✓ focusing on steps to achieve your goal.

Page 29

Exercise
My hopes, dreams and wishes….
WORK

PRIVATE

Consider your work and private life by including as many of these areas as you wish:

Wealth / prosperity

Relationships
colleagues

Health

Career

Spiritual
/
development

–

friends,

family

&

personal Leisure / Interests & hobbies / Travel

Social

Intellectual

Emotional

Skills & knowledge (technical e.g. work
related and Personal for development in
interpersonal skills)

4.1.3 How to set your goal!
Affirmation of WHAT you want
Is your goal SPECIFIC yet CHALLENGING?
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Exercise
Complete this:
‘I want…..

Now ask yourself:
Do I really want this? How badly?
Let’s check quickly…
Breathe in deeply, relax your facial muscles and shoulders, sink into the chair
and relax your muscles so that your limbs feel heavy. Then, when you are
more relaxed, speak to your unconscious and say:

“Unconscious, please indicate to me on a ten-point
scale whether my expectation of reaching my
outcome is realistic and ecologically sound for me
and the important people in my life, so that I will not
harm my health or my relationships with these
people or cause problems through my efforts in
reaching my goal.”
Ask yourself - Am I being REALISTIC?
How will you know when you get there?
Create a vivid picture of yourself upon having achieved your goal. Make it colourful and
clear, add a symbol of your success, and listen to the sounds.
Draw your symbol of success
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Make the picture ten times happier. See and hear yourself being jubilant, feeling happy
and satisfied.
Put a frame around your picture and slide it into your past.
Think about this picture every day. As often as you can and in as much detail as you
can visualise.

Exercise
What I have already done to achieve my goals
STEP 1
I have already done

STEP 2
to work towards achieving my goal, I will do today to help me reach my goal:
.
.
.
.
.
.
.
.
•

.

• .
The rest
of the journey…..

Break your goal up into several steps, perhaps in terms of days, weeks, months, years
or milestones
Write them down in a way that inspires you to achieve them.
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4.2 Prioritising
4.2.1 The balance
You will balance your time depending on your
priorities. This balance is important so we will
consider work and private life.

Exercise
Using the goals you have identified complete the following:

My Goal @ Work ….

My Private goals

Things I need to consider to help me Things I need to consider to help me
achieve my goals
achieve my goals
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4.2.2 Four Quadrants of the Eisenhower Matrix for
work prioritisation
An act of prioritisation requires comparing tasks to their value and alignment with goals.
Establishing goals before achieving prioritisation is paramount to use Eisenhower Matrix
effectively.
Eisenhower Matrix provides us with a framework that helps us “Organise and execute
around priorities” — Stephen Covey, The 7 Habits of Highly Effective People
Let’s understand the 4 quadrants of Eisenhower Matrix:

Quadrant 1 – Important, Urgent: Crisis Management
Tasks in this quadrant are Important and Urgent that deals with the crisis. Work
produced here is low quality as decisions and solutions are made in haste (due to time
limitations).
While getting these tasks done provides instant gratification, this quadrant gets bigger
and bigger until it consumes us leaving us drained and burnout without significant
contribution to our goals.
People who spend a lot of their time in this quadrant jump from one situation to the next
fooling themselves into believing that it will go away once they attend to it.

Quadrant 2 – Important, Not Urgent: Plan for the future
While it’s not possible to completely avoid crisis, carefully planning work that aligns with
long term goals while taking risk and other factors into account will involve less crisis
creating a self-perpetuating cycle that will free up more time to do forward looking work.
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Our natural tendency is to deal with the urgent while delaying important work. Spending
more time in this quadrant will require exercising control as it will be the biggest driver in
achieving significant results and creating value for the organisation and its people.

Quadrant 3 – Not Important, Urgent: Delegate to create WinWin situations
People with short term focus who act out of priorities defined by others can feel out of
control as they need to execute on others expectations. Such people make mistakes as
they treat not important work also as important and execute as though in quadrant 1.
To separate important from not important requires careful examination, understanding
and setting your own priorities.
Tasks in this quadrant are perfect candidates to entrust your team with more
responsibilities and empower them to make independent decisions. Delegating work in
this manner will not only free up your time to do work that requires careful planning
(quadrant 2), but also establish trust with your team members creating a win-win
situation at work.

Quadrant 4: Not Important, Not Urgent: Declutter your work
Separate work that’s useful and will truly add value from the one that tricks you into
feeling important by keeping you busy (not important, not urgent). Once you have
clearly separated it out, apply konmari method and declutter your work.
Learn to say no to tasks (first to yourself and then to others) that are not urgent and not
aligned with the goals of your team and company. These not important, not urgent tasks
are time wasting efforts that can abdicate you from providing true value to your
organisation and your people.

4.3 TAMING THE TELEPHONE

4.3.1 How much time do you spend / waste on the phone?
The telephone trap
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The telephone is an invaluable management tool. It allows us to communicate instantly
with people anywhere in the world. It is more cost-effective than travelling to a meeting
and quicker than written communications.
There is a downside, however, in that we are instantly accessible to anyone who wishes
to speak to us regardless of how unimportant the issue or inconvenience the time. We
can say ‘no’ to a meeting and throw a low pay-off letter in the bin but as soon as we pick
up the telephone and hear,
‘Let me tell you about our new photocopier’, ‘About the letter I sent you’, or ‘I just rang to
see how things are going’, we are trapped. Someone else is determining how we spend
our time.
The secret of good telephone management lies in
eliminating, or cutting short, the junk calls while getting the
most from the important ones.
Telephone junkies have a detrimental effect on everyone
in the office: too many unnecessary calls are made, too
much time is spent on each call, important calls are not
retuned, items agreed upon during calls are not followed
up…. The list is endless. We all exhibit the traits of the
telephone junkie from time to time.
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Exercise
Are you a telephone junkie?
Answer the following to find out
Do you…
Yes - Sometim
always es
1.

Rush to answer the phone as soon as it rings?

2.

Spend longer on calls than is really necessary?

3.

Have to make calls twice because there was
something you forgot to say?

4.

Allow telephone calls to interrupt your meeting?

5.

Dial numbers and then forget who you called?

6.

Drop what you are doing when you remember a
call you need to make?

7.

Not screen your calls even when there is
someone available to do so?

8.

Spend more than 30 seconds dealing with
unsolicited sales callers?

9.

Finish calls without covering the topic you want
to discuss?

1
0.

Scatter your outgoing calls randomly throughout
the day?

1
1.

Write down messages on the handiest piece of

1
2.

Forget to pass telephone messages on to

paper at the time?

others?
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No
never

Scoring
Give yourself
1 point for every time you answered sometimes
3 points for each ‘always’ answer, and
0 points for each ‘never’ answer.
A score of 16 or more puts you into the telephone junkie category. You need to sit back
and evaluate how we are using the telephone to help you answer these questions.
Why am I not using the telephone productively?
What needs to change before I can gain control over the telephone?

Telephone habits I want to kick

Time savers for incoming calls
The telephone rings continuously during the day. A certain proportion of our incoming
calls brings good news or provides useful information, while the remainder are
unnecessary. Unfortunately, we cannot tell before picking up the phone which calls are
important. Managing incoming calls is therefore partly a damage limitation exercise. We
need to keep the unwanted calls brief, and the important calls productive.
Most of us underestimate the length of time we spend on the phone during the day.
Setting up a telephone log, as shown below, will therefore be a revealing exercise.
Every call we receive should be noted along with its duration and pay-off.

Telephone Log: Incoming Calls
An example
Time

Caller

About…

Duration

Pay-off

09h20

Sales

Photocopier

5 mins

low

09h50

S West

Set up sales meeting

17 mins

medium

10h30

D Martin

In meeting asked him to call back

2 mins

low

11h00

M George

Query on memo

11 mins

low

11h20

Client

Sales order

13 mins

high

Page 38

11h48

Sales

Training course

4 mins

low

Etc…
Total time spent on incoming calls

____________

How to deal assertively with incoming calls
Put phone on divert when busy
Set aside a quiet hour during which no calls are taken
Be polite, firm and brief and assertive with unwanted callers
Ask people to call at particular times when you are less busy
Avoid tackling peripheral tasks while on the phone
Avoid taking notes on loose bits of paper – keep notes and numbers organised so that
you can find them easily and use the information appropriately
Arrange for calls to be screened whenever possible

Any other ide
4.3.2 Saving time on outgoing calls
Outgoing calls are more manageable. You can decide who you wish to speak to and
when, plan what you want to say, and control how long the call will be…
Setting up a log will…

Telephone Log: Outgoing Calls
Time

To

About…

Duration

Pay-off

10h20

Personnel

Job advert

8 mins

medium

12h00

Personnel

Forgot to ask about salary details

3 mins

medium

15h20

J Coates

Arrange meeting

15 mins

high

Etc…
Reveal…
If the telephone was the best way of getting the message across
If you achieved your objective
Page 39

If you wasted too much time on small-talk
If the call lasted longer than anticipated
If you remembered to ask and say everything you planned
What can I do differently?

Plan the call
Most outgoing calls are made on the spur of the moment. While you are sitting at your
desk you suddenly remember you have to call someone. You pick up the phone without
thinking and launch into the call. As a result you forget things you want to say, put
things across badly, and fail to get the information you need.
Before making any calls ask yourself
What information do I need to pass on?
What information do I need to obtain?
What is the best way to get the message across?
What papers / information do I need to have at hand of the call?

When making the call
Treat each call as a mini-meeting. Ensure that you get your message across, and
capture the other person’s ideas. It is a good idea to quickly summarise the points made
during the call, ensuring there is no confusion.
Try to block off time in your dairy once or twice a day to make outgoing calls together.
Grouping calls will motivate you to be brief and to the point. Your calls should also be
prioritised and then made in order of priority. Create a sense of urgency with your lower
pay-off calls by setting a definite time limit.

4.3.3 Deal with priority issues appropriately
After the call
Any action points that arise as a result of discussions should be followed up
immediately or written down on a to-do list.
The checklist below provides guidelines, which should be followed for each call made.

Remember these the next time you make a call….
Plan calls as if attending a meeting
Make outgoing calls in blocks
Prioritise calls
Set limits on the duration of each call
Collect relevant documents before the call
Summarise discussions before the end of the call
Keep all notes together
Have pen and paper ready
Make the time you spend on the phone work for you
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4.4 Delegation
Delegation is………

4.4.1 Why don’t managers delegate?
Delegation barriers
The need to be
in
complete
control

Not
being
recognized for the
output

Concerns that the
person will do a
better job

Manager enjoys the
task too much to
give away!

No one can do it as
well as I can
I enjoy doing that
task
It’s much quicker if
I do it myself
My
team
overloaded

is

There is no one I
can delegate to
It’s too risky
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Can you add any more?
4.4.2 Delegation is only effective when
✓ The appropriate level of responsibility / and authority are also delegated
✓ The delegated work is completed according to the SMART objectives
✓ The individual develops or improves skills

Exercise
What are the payoffs and pitfalls of delegation?

Payoffs

Pitfalls
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4.4.3 Steps for effective delegation
4.4.3.1 Evaluate delegation needs
✓ What can you delegate?
✓ Who is the best person?
✓ Review payoffs

4.4.3.2 Prepare to delegate
Ensure the output it is SMART

Specific
Measurable
Attainable
Relevant
Time bound
4.4.3.3 Explain the assignment
✓
✓
✓
✓

Position the assignment carefully
Ensure the person is clear about expectations
Test for commitment
Be available for coaching

4.4.3.4 Follow-up
✓
✓
✓
✓

Do this on a regular basis
Give balanced and objective feedback. Give positive and constructive feedback
Review results against agreed SMART outputs
Show your support but with the appropriate level of ‘involvement’

4.4.3.5 Final evaluation
✓ Do this together against SMART outputs
✓ Capture learning points, high and lows
✓ Document performance
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4.5 Pareto Principle
This may come as a surprise, but despite all the talk about life balance, you can benefit
tremendously from introducing a little imbalance into your day. I'm referring to the 80/20
rule of time management, which is rooted in what is known as the Pareto Principle.
Vilfredo Pareto, an Italian economist, “discovered” this principle in 1897 when he
observed that 80 percent of the land in England (and every country he subsequently
studied) was owned by 20 percent of the population. Pareto's theory of predictable
imbalance has since been applied to almost every aspect of modern life. Given a
chance, it can make a difference in yours.

4.5.1 Recognizing your 20 percent
Simply put, the 80/20 rule states that the relationship between input and output is rarely,
if ever, balanced. When applied to work, it means that approximately 20 percent of your
efforts produce 80 percent of the results. Learning to recognize and then focus on that
20 percent is the key to making the most effective use of your time. Here are two quick
tips to develop 80/20 thinking:
Take a good look at the people around you. Twenty percent of your colleagues, staff
and patients probably give you 80 percent of the support and satisfaction you need.
They are your true advocates. Take good care of them. Likewise, you can probably
name several friends and family members who would be there for you under any
circumstances. Try not to put them on the back burner.
Examine your work. Ask yourself, “What do I really want to do with my life and my time?
What 20 percent of my work should I be focusing on?”

4.5.2 Implementing the 80/20 rule
Even if you're sceptical, follow the 80/20 principle for a few days just to see what
happens. You can start by implementing these “20-percent” tasks right now:
Read less. Identify the 20 percent of the journals you get that are most valuable. Read
them and trash the rest.
Keep current. Make yourself aware of new technological innovations. [For example, “A
Palm-Top Computer in Every Practice?” shows how physicians are incorporating hand-

Page 44

held computers into patient care.] At the very least, you may be moved to challenge
established routines that could be shifting your focus away from your 20 percent.
Remember the basics. As you grow your practice, remember your ethics and values.
Let them guide your decision making, and you're bound to end up focusing on your 20
percent.

4.5.3 80 percent or 20 percent?
Here are some signs that will help you to recognize whether you're spending your time
as you should:
You're in your 80 percent if the following statements ring true:
•

You're working on tasks other people want you to, but you have no investment in
them.

•

You're frequently working on tasks labelled “urgent.”

•

You're spending time on tasks you are not usually good at doing.

•

Activities are taking a lot longer than you expected.

•

You find yourself complaining all the time.

You're in your 20 percent if:
•

You're engaged in activities that advance your overall purpose in life (assuming
you know what that is —and you should!).

•

You're doing things you have always wanted to do or that make you feel good
about yourself.

•

You're working on tasks you don't like, but you're doing them knowing they relate
to the bigger picture.

•

You're hiring people to do the tasks you are not good at or don't like doing.

4.6 FOUR (4) QUADRANT WEEK PLAN
The Four Quadrants of Time Management
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Everything you do in life can be classified by its urgency and by its importance. We
often spend our lives focused on the Urgent things instead of the Important things. It is
important to learn to distinguish between the two.

Important and Urgent

Crises and Emergencies

Important but Not Urgent

Prevention, Planning, and
Improvement

Not Important but Urgent

Interruptions and Busy Work

Not Important and Not
Urgent

Time Wasters

We often spend our lives focused on the Urgent things instead of the Important things.
In business as in life it is extremely important to ask yourself: “Am I doing this because it
is truly important or am I doing this because it is simply urgent?”
Important and urgent things, such as crises and emergencies, should not be ignored.
However, the more time you can spend on the non-urgent but important things
(prevention, planning, improvement) the less crises and emergencies you will
experience.

Below is a more detailed explanation of each quadrant along with
some examples:
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4.6.1 Quadrant 1: Important and Urgent

Firefighting mode: Crises, real hard deadlines for important
project, health & family emergencies, etc…
Quadrant 1 is the urgent important quadrant: Things that you should definitely NOT
ignore. However, spending too much time in firefighting mode will lead to stress and
burn out. You will be caught in a never-ending cycle of crisis management.
The only way to reduce the time spent in this quadrant is to be proactive by spending
more time on the important things BEFORE they become emergencies (see Quadrant 2
below).
Quadrant 1 Example
Dealing with a heart attack is an Urgent and Important problem that cannot be ignored
(but perhaps by living a healthier lifestyle such health emergencies can be reduced or
avoided all together).

4.6.2 Quadrant 2: Important but not Urgent
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This is where you should spend most of your time.
Quadrant 2 tasks are all about planning, prevention, capability improvement,
relationship building, recognizing new opportunities, etc…
Spending time on these important things should lead to a clear vision and a balanced
life, discipline, control, and fewer and fewer crisis situations.

Quadrant 2 Examples
•
•
•
•
•
•

Frequently buying flowers for your significant other “just because”
Eating healthy and exercising to avoid future health issues
Preventative maintenance on your home or car
Reading, learning, and education
Forming bonds and strengthening relationships with your friends and family
Self-renewal and spending time on things that inspire and uplift you

4.6.3 Quadrant 3: Not Important but Urgent

Many of us spend a big portion of our time in this Quadrant confusing
the Urgent things for the Important things.
Interruptions, ringing phones, most emails, etc… Spending too much time on the
unimportant urgent things leads to a very short-term focus with continual crisis
management. Your plans and goals will seem increasingly useless since you are
unlikely to have time to devote to them. Your relationships and reputation will suffer and
you will feel victimized with no control over your life.

Quadrant 3 Example
You have scheduled an important meeting with a coworker 2 weeks ahead of time. This
person has very limited time and so you carve out a 30 minute window to deal with a
very important matter. As you sit down and start the meeting, your phone rings.
The phone is screaming: “Pick me up! Pick me up! Pick me up!” Most people will pickup
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the phone and sacrifice the very important meeting for the likely not important but urgent
ringing phone.

4.6.4 Quadrant 4: Not Urgent and Not Important

These are the time wasters in your life.
Spending too much time on non-urgent and not important things can lead to
dependence on others for your basics, loss of jobs, irresponsibility, etc…

Quadrant 4 Examples
•
•
•
•

Trivial busy work
Mindless web surfing
Watching too much TV
Lots of pleasant activities

5. THE 7 HABITS OF HIGHLY EFFECTIVE
PEOPLE
The 7 Habits of Highly Effective People puts forward a principle-centered approach to
both personal and interpersonal effectiveness. Rather than focusing on altering the
outward manifestations of your behavior and attitudes, it aims to adapt your inner core,
character, and motives.

5.1 Habit 1: Be Proactive
The first and most fundamental habit of an effective person is to be proactive. More than
just taking the initiative, being proactive means taking responsibility for your life.
Consequently, you don’t blame your behavior on external factors such as
circumstances, but own it as part of a conscious choice based on your values. Where
reactive people are driven by feelings, proactive people are driven by values.
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While external factors have the ability to cause pain, your inner character doesn’t need
to be damaged. What matters most is how you respond to these experiences. Proactive
individuals focus their efforts on the things they can change, whereas reactive people
focus their efforts on the areas of their lives in which they have no control. They amass
negative energy by blaming external factors for their feelings of victimization. This, in
turn, empowers other forces to perpetually control them.
The clearest manifestation of proactivity can be seen in your ability to stick to the
commitments you make to yourself and to others. This includes a commitment to selfimprovement and, by extension, personal growth. By setting small goals and sticking to
them, you gradually increase your integrity, which increases your ability to take
responsibility for your life. Covey suggests undertaking a 30-day proactivity test in which
you make a series of small commitments and stick to them. Observe how this changes
your sense of self.

5.2 Habit 2: Begin with the End in Mind
To better understand this habit, Covey invites you to imagine your funeral. He asks you
to think how you would like your loved ones to remember you, what you would like them
to acknowledge as your achievements, and to consider what a difference you made in
their lives. Engaging in this thought experiment helps you identify some of your key
values that should underpin your behaviour.
Accordingly, each day of your life should contribute to the vision you have for your life
as a whole. Knowing what is important to you means you can live your life in service of
what matters most. Habit two involves identifying old scripts that are taking you away
from what matters most, and writing new ones that are congruent with your deepest
values. This means that, when challenges arise, you can meet them proactively and
with integrity, as your values are clear.
Covey states that the most effective way to begin with the end in mind is to create a
personal mission statement. It should focus on the following:
•

What you want to be (character)

•

What you want to do (contributions and achievements)

•

The values upon which both of these things are based

In time, your mission statement will become your personal constitution. It becomes the
basis from which you make every decision in your life. By making principles the center
of your life, you create a solid foundation from which to flourish. This is similar to the
philosophy Ray Dalio presents in his book, Principles. As principles aren’t contingent on
external factors, they don’t waver. They give you something to hold on to when times
get tough. With a principle-led life, you can adopt a clearer, more objective worldview.

5.3 Habit 3: Put First Things First
To begin this chapter, Covey asks you to answer the following questions:
1. What one thing could you do regularly, that you aren’t currently doing, that would
improve your personal life?
2. Similarly, what one thing could you do to improve your business or professional
life?
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Whereas habit one encourages you to realize you are in charge of your own life, and
habit two is based on the ability to visualize and to identify your key values, habit three
is the implementation of these two habits. It focuses on the practice of effective selfmanagement through independent will. By asking yourself the above questions, you
become aware that you have the power to significantly change your life in the present.
Thus, having an independent will means you are capable of making decisions and
acting on them. How frequently you use your independent will is dependent on your
integrity. Your integrity is synonymous with how much you value yourself and how well
you keep your commitments. Habit three concerns itself with prioritizing these
commitments and putting the most important things first. This means cultivating the
ability to say no to things that don’t match your guiding principles. To manage your time
effectively in accordance with habit three, your actions must adhere to the following:
1. They must be principle-centred.
2. They must be conscience-directed, meaning that they give you the opportunity to
organize your life in accordance with your core values.
3. They define your key mission, which includes your values and long-term goals.
4. They give balance to your life.
5. They are organized weekly, with daily adaptations as needed.
The thread that ties all five of these points together is that the focus is on improving
relationships and results, not on maximizing your time.

5.4 Habit 4: Think Win/Win
Covey argues that win/win isn’t a technique, it’s a philosophy of human interaction. It’s a
frame of mind that seeks out a mutual benefit for all concerned. This means that all
agreements or solutions are mutually beneficial, and all parties feel satisfied with the
outcome. To embody this mindset, life must be seen as a cooperative, not a
competition. Consequently, anything less than a win/win outcome goes against the
pursuit of interdependence, which is the most efficient state to be operating within.
Therefore, to adopt a win/win mindset, you must cultivate the habit of interpersonal
leadership. This involves exercising each of the following traits when interacting with
others:
•

Self-awareness

•

Imagination

•

Conscience

•

Independent will

To be an effective win/win leader, Covey argues that you must embrace five
independent dimensions:
1. Character: This is the foundation upon which a win/win mentality is created, and
it means acting with integrity, maturity, and an “abundance mentality” (i.e., there
is plenty of everything for everyone, one person’s success doesn’t threaten your
success).
2. Relationships: Trust is essential to achieving win/win agreements. You must
nourish your relationships to maintain a high level of trust.
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3. Agreements: This means that the parties involved must agree on the desired
results, guidelines, resources, accountability, and the consequences.
4. Win/win performance agreements and supportive systems: Creating a
standardized, agreed-upon set of desired results to measure performance within
a system that can support a win/win mindset.
5. Processes: All processes must allow for win/win solutions to arise.

5.5 Habit 5: Seek First to Understand, Then to Be
Understood
If you want to improve your interpersonal relations, Covey argues that you must
endeavour to understand a situation before attempting to make yourself understood.
The ability to communicate clearly is essential for your overall effectiveness, as it’s the
most important skill you can train. While you spend years learning to read, write, and
speak, Covey states that little focus is given to training the skill of listening.
If your principles are solid, you’ll naturally want to engage and listen to people without
making them feel manipulated. Consequently, it’s through your character that you
transmit and communicate what type of a person you are. Through it, people will come
to instinctively trust and open up to you. While most people listen with the intent of
replying, the proficient listener will listen with the intent to understand. This is known as
the skill of empathic listening.
An empathic listener can get into the frame of reference of the person speaking. By
doing so, they see the world as they do and feel things the way they feel. Empathic
listening, therefore, allows you to get a clearer picture of reality. When you begin to
listen to people with the intent of understanding them, you’ll be astounded at how
quickly they will open up.
Once you think you’ve understood the situation, the next step is to make yourself
understood. This requires courage. By using what you’ve learned from empathic
listening, you can communicate your ideas in accordance with your listener’s paradigms
and concerns. This increases the credibility of your ideas, as you will be speaking in the
same language as your audience.

5.6 Habit 6: Synergize
When synergy is operating at its fullest, it incorporates the desire to reach win/win
agreements with empathic communication. It’s the essence of principle-centred
leadership. It unifies and unleashes great power from people, as it’s based on the
tenant that the whole is greater than the sum of its parts. The real challenge is to apply
principles of synergetic creative cooperation into your social interactions. Covey argues
that such instances of synergetic interpersonal group collaboration are often neglected
but should be part of your daily life.
At its core, synergy is a creative process that requires vulnerability, openness, and
communication. It means balancing the mental, emotional, and psychological
differences between a group of people and, in doing so, creating new paradigms of
thought between the group members. This is where creativity is maximized. Synergy is
effectiveness as an interdependent reality. This involves teamwork, team building, and
the creation of unity with other human beings.
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5.7 Habit 7: Sharpen the Saw
This seventh habit is all about enhancing yourself through the four dimensions of
renewal:
1. Physical: Exercise, nutrition, and stress management. This means caring for your
physical body, eating right, getting enough sleep, and exercising regularly.
2. Social/emotional: Service, empathy, synergy, and intrinsic security. This provides
you with a feeling of security and meaning.
3. Spiritual: Value clarification and commitment, study, and meditation. In focusing
on this area of your life, you get closer to your center and your inner value
system.
4. Mental: Reading, visualizing, planning, and writing. To continually educate
yourself means expanding your mind. This is essential for effectiveness.
To “sharpen the saw” means to express and exercise all four of these motivations
regularly and consistently. This is the most important investment you can make in your
life, as you are the instrument of your performance. It’s essential to tend to each area
with balance, as to overindulge in one area means to neglect another.
However, a positive effect of sharpening your saw in one dimension is that it has a
knock-on positive effect in another, due to them being interrelated. For instance, by
focusing on your physical health, you inadvertently improve your mental health, too.
This, in turn, creates an upward spiral of growth and change that helps you to become
increasingly self-aware. Moving up the spiral means you must learn, commit, and do
increasingly more as you move upwards and progressively become a more efficient
individual.

6. ENHANCE YOUR TIME PRODUCTIVITY
6.1 15 Tips to Manage Your Time Better
Time can certainly seem like something tangible and like something that is constantly
slipping through our fingers, not least of which because we tend to waste so much of it.
The following are tip to manage time better.
6.1.1 Set Goals and Rewards
6.1.2 Prioritize Your Tasks
6.1.3 Learn to delegate
6.1.4 Start with Small Tweaks in your Schedule
6.1.5 Set Clear deadlines
6.1.6 Plan Your Meals Ahead of Time
6.1.7 Say No Multitasking
6.1.8 Link your actions to your goal
6.1.9 Block out things that distract you
6.1.10 Schedule your day ahead
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6.1.11 Take breaks and unwind before sleep
6.1.12 Learn how to say NO
6.1.13 Don’t get lost in the details
6.1.14 Try not to be overwhelmed
6.1.15 Keep your inspiration and motivation

Tip

To help you achieve your goals look at the
following to identify what gets in the way of
you achieving your goal see what lessons
you can learn from the past
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Exercise
Think of a particular instance where you did not reach your goals or where you did not
utilize your time effectively. Be honest and reflect on the following questions:
Tick the items that apply to you.

Were you trying to do too much?
Were you demanding so much of yourself that you felt discouraged and
passive?
Were you not ready for what you attempted? Why?
Did you formulate your task vaguely or badly?
Was your lack of success caused by an inability to make decisions?
Were you experiencing too much stress?
Was the task just too difficult?
Did you lack confidence? Why?
Was the task you set yourself boring?
Did you need someone to push you, and was this person not available?
Did you lack conviction and therefore doubted whether you should attempt
whatever you had in mind?
Did you lack knowledge or skills?
Was your state of mind negative?
Were you depressed?
Did the goal seem too enormous so that you felt demotivated?
Was there something else that demotivated you?
Were you busy with so many things that you really did not have the
necessary time?
Were you trying to do things so perfectly that you require more time and
energy than you had anticipated and consequently did not get down to the
things that really mattered?
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What were and are your values? What is life all about? Where are you going
with your life?
Did you lack perspective? Could a bird’s-eye view now perhaps show you
something that you did not see then?
Were and are you always tired? Why?
Do you punish yourself by doing more than can be reasonably required?
Why? (Be honest.)
Are you being perfectionist in order to fuel your resentment? (“See how hard I
am working, and I never get anything in return.”)
What do you tell yourself when you know you know you have to get down to
doing something? Listen to your inner voice. Is this constructive talk? If you
are trying to force yourself, remember that force evokes resistance.
What else affected your use of time and contributed to your not reaching your
goals in the past?
Things I can do differently to achieve my goals…….

6.2 Organize yourself around

your best time

A good time and a bad time

6.2.1 When do you work your best?
Consider the Pareto principle. Pareto, an Italian economist,
said that many people do 80 per cent of work in 20 per cent of
their time.

Find out
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✓ when your best time is
✓ what your patterns and habits in handling time are

6.2.2 Draw up a time log for a week
Work out a framework in advance and create symbols to indicate various activities, so
that you do not waste even more time by writing down how you waste time.
✓ Note how much time you spend on the telephone and how valuable the time
spent is to you.
✓ Consider what you do faster at what time of the day.
✓ When do you procrastinate?
✓ Are the activities you spend a great deal of time on really that important?
✓ How much time do you spend on yourself? (This is very important if you want to
lead a balanced life.)
✓ What do you actually do to create enjoyment for yourself? Or are you constantly
endeavouring to be everything to everybody else and as a result build up
resentment?
✓ Where and when can you work faster? How?
✓ What could someone else have done for you?
✓ What was a waste of time?
✓ Are there any alternative ways of doing things?
✓ Do you cluster similar tasks together? Does that save time?
✓ Is it better for you to take a break now and again?

I Will…
…participate

in the Time Olympics and become a time champion

by
✓
✓
✓
✓
✓

Setting clear goals / objectives
Prioritising steps and actions
Identifying and beating time sharks
Managing myself and
Planning, scheduling, taking action
and evaluating progress

N
W

E

Keeping my focus on my compass

S
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Exercise
Things I want to remember
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Conclusion
In conclusion, time management is a very important skill to be learned and to be
mastered in order to have a better lifestyle. By managing well time, you will no longer
suffer from stress and your works/tasks will be done on time and with great quality.
Analysis and self-reflection on the existing time management practices are a good start
in coming up with more effective and efficient ones. Identifying the strengths and
weaknesses will lead someone to come up with a more workable plan / schedule.
Further, the identified weaknesses will help one to develop and design more responsive
/ effective time management strategies.
Remember that it is important to have the attitude to change your schedules and to
change procrastination. Also, take into account all of the explained strategies that are
very helpful to achieve a better time management. It is important to add, that sports also
provide a helpful hand for time management, and also permit your body to be healthy
and to have a better social circle.
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