How to Manage your Time

(and Theirs)

ling on the Wall

BYT Publications
PO Box 2450, Mansfield Business Centre
52 Dividend St, Mansfield QLD 4122
Phone: +61 418743688 Fax: +61 7 32168955
Email: harry@bytguide.com



Does anyone have too much time?

Is this the
best use of
my time?
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Time wasters

Interruptions
*  6-9 minutes, 4-5 minute recovery - five interruptions blows an hour

*  You must reduce frequency and length of interruptions (turn phone calls into email)
*  Blurting: save-ups
* E-mail sound/window/envelope icon on new mail is an interruption -> TURN IT OFF!!
* Got a minute? No! Got a minute? No! Got a minute? No! Got a minute? No!
Cutting things off
*  I'min the middle of something now...
e Start with “l only have 5 minutes” — you can always extend this
* Surreptitious clock watching; on wall behind them (keep to time!!)
*  Stand up, stroll to the door, compliment, thank, shake hands
Procrastination
* Do the ugly things first
*  What am | doing that doesn’t really need to be done? (Busywork?)
*  What am | doing that could be done by someone else? (Delegation)
*  What am | doing that could be done more efficiently? (Handle it once!)
* What do | do that wastes others’ time? (FYI, CC, drop in)
Telephone
* Announce objective of phone call
* When done, get off: “l have people waiting”
* Hang up while you’re talking (if they’re annoying)

*  Group outgoing calls: just before lunch and 5pm

Get a system!
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The 4 quadrant to do list
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The final message is this:

Time is a precious commodity that people waste in abundance, either through
ECi T OAT AA 10 ET AT inkikk Glddbatkd cad inddagdib 1 8 O
Sometimes other people need your assistance to manage their time as well. By

making this effort you can improve the quality of both your life and theirs 7 in
business and personally

Harry
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