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FOREWORD

Do you have enough time? Your answer to this question will
probably be an emphatic no. And you're in good company; ap-
proximately 90 percent of the work force replies the same way.

Time doesn’t cost anything, and each of us has about the
same amount at his or her disposal. But time is also one of the
most precious things. It’s irreplaceable; once you use time in-
correctly or not at all, it’s irretrievably lost.

If you successfully use the time you have at your disposal,
you can solve lots of problems, decrease stress, and develop a
new, confident lifestyle. To achieve this, however, you need to
efficiently allocate your time and systematize your habits. You
can learn to do both with a little self-discipline.

This book will show you ways to achieve your goals: to have
time for the essentials—creative work, management responsi-
bilities, and last but not least, for your private life and your
family.

Klaus Jochen Schaeffer
Time/System International
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INTRODUCTION:

HOW TO MANAGE
YOURSELF—WITH A METHOD

Nothing is easier than being busy
and nothing more difficult than being effective. . . .

R. Alec Mackenzie, The Time Trap

WHY SELF-MANAGEMENT?

“Where did the time go?” is a cry frequently heard by man-
agers under stress. We all know the problem, with more and
more people encountering stress, overwork, and the pressure of
time at work. Not only overwork, but lack of time planning
forces managers to spend 60 hours or more at their desks.

Managers are often put under stress, since too many of
their tasks are overlapping. Too many things have to be dealt
with simultaneously. The result: the wrong tasks are given
priority, less important tasks are not delegated; the managers’
actions are ruled by the daily schedule and they are side-
tracked by unimportant matters.

What Does Self-Management Mean?

To self-manage means to effectively and consistently apply ap-
propriate working techniques on a daily basis, in order to or-
ganize (“manage”) your life by using your time in the best
possible way.

The principle of self-management is to consciously control
your life (self-control), and not be the tool of your professional
and personal environment (other-control).

The methods discussed in this book will help you to de-
velop your professional and personal goals. This book will

1



2 Introduction

stress the professional part of your life. What we first want to
achieve is to change your situation from one that is unplanned
and externally determined to one that is goal-oriented and sys-
tematically planned.

Through efficiently allocating your time and systematizing
your work methods, you will be able to get a better grip on your
activities, even if you are faced with an array of diverse tasks
and questions. You will be even able to gain time—for leisure
or true management!

Sailors have an old saying, “It doesn’t matter in what di-
rection the wind blows, it’s important how I set the sails!” Too
many managers are concerned with activities (i.e., efficiency)
rather than goals (i.e., effectiveness), as the following chart
will show you:

Activity-Oriented Goal-Oriented
(Efficiency) versus (Effectiveness)

Many managers prefer to:
Do things right instead of doing the right things.
Solve problems instead of creating alternatives.
Save means instead of make the best of means.
Fulfill duties instead of getting results.
Reduce costs instead of increasing profits.

The self-management questionnaire on page 3 will allow
you to analyze your current work habits. Don’t be discouraged
if your results are lower than 20 points, but use your energy to
eliminate your weak points. This is already the first step
towards self-management. (The aspects dealt with in questions
1-10 will be discussed in later chapters.)

Start Improving Your Own Situation. It is simpler,
more realistic, and more successful. You don’t have to convince
others of the advantages of your actions and methods. You
yourself will work better and more efficiently.
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Self-Management: How Well Do You Master Your Work?

Self-Evaluation:

p &

Before each work day | reserve a part of it for preparations
and planning.
(0) rarely (1) sometimes (2) often (3) almost always

2. | delegate everything that can be delegated.
(0) rarely (1) sometimes (2) often (3) almost always

3. | write down my tasks, goals, and deadlines.
(0) rarely (1) sometimes (2) often (3) almost always

4. | try to work on each document only once and fully.
(0) rarely (1) sometimes (2) often (3) almost always

5. Each day | establish a list of tasks to be tackled, in order of
their priority. | work on the most important matters first.
(0) rarely (1) sometimes (2) often (3) almost always

6. | try to keep my work day free of interrupting telephone calls,
unannounced visitors, and suddenly called meetings.
(0) rarely (1) sometimes (2) often (3) almost always

7. | try to arrange my daily work according to my performance
graph.
(0) rarely (1) sometimes (2) often (3) almost always

8. There is leeway in my time plan to provide for pressing or sud-
den matters.
(0) rarely (1) sometimes (2) often (3) almost always

9. | try to arrange my activities so that | can concentrate on the
essential few problems first.
(0) rarely (1) sometimes (2) often (3) almost always

10. | can say no if others want to take up my time and | have more
important things to do.
(0) rarely (1) sometimes (2) often (3) almost always
Evaluation:

Adding up the points from the analysis of your work method
suggests:
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Self-Management—Concluded

0-15 points: You have no time planning and you let yourself be
influenced by others. You could, however, achieve some of your
goals, if you use a priority list.

16—20 points: You try to gain control of your time, but you're not
consistent enough to be successful.

21-25 points: Your self-management is good.

26-30 points: You're a model for everyone who wants to learn how
to deal with time. Let others benefit from your experience!

Here are 10 advantages of self-management:

Finishing tasks with less waste of time.

Improving the organization of your own work.

Getting better results.

Being less frantic and stressful.

Attaining greater satisfaction with your work.
Generating higher motivation.

Increasing your qualifications for more difficult tasks.
Facing less pressure to work and succeed.

Making fewer mistakes while finishing your tasks.

10. Gaining better results at work and in your private life.

000 >3 O Ok L B9 =

Your biggest advantage is that you will control your most pre-
cious and important resource—your time!

If You Don’t Have Time, Work with This Book to Gain
More Time. By consistently using the individual chapters
you will learn to:

« Use the given time effectively.

« Think of and work with goals.

* Decrease stress through planning.

» Have daily results and gain at least one hour more free
time a day (“the golden hour”).
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What do you want to do with the time you saved?

TAKING STOCK OF YOUR TIME—ANALYZING
YOUR CURRENT WORK HABITS

In order to be able to change your personal work habits you
have to know where your precious time goes, and, in detail,
what you do and how you do it. We usually have a false percep-
tion of how we use time during the day.

Take stock of your time for a period of several days in order
to analyze your current work habits and to find the reasons for
any bad work habits. This step is indispensable!

A “wrong” or inefficient work method often has several
causes. These include being unaware of:

* How you use time.

» How much time certain tasks require.

« The strong and weak points of your current work habits.

» The persons or circumstances that inhibit or increase
your performance.

Only if you keep track of how much time you spend, with
whom, and how, will you be able to discover weak points of your
personal work habits and take the first step toward self-
management.

Take Time

Take time to think

It is the source of power
Take time to play

It is the secret of perpetual youth
Take time to read

It is the fountain of wisdom.
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Take time to pray
It is the greatest power on earth.
Take time to love and be loved
It is a God-given privilege.
Take time to be friendly
It is the road to happiness
Take time to laugh
It is the music of the soul.
Take time to give
It is too short a day to be selfish.
Take time to work
It is the price of success.
Take time to do charity
It is the key to Heaven.

Old Irish saying

We propose the following three-step method to take stock of
your time:

Taking Stock of Your Time

P>

1. Analysis ; Measuring Analysis of

of Time Use Time Use Time Value
\ Distractions
Interruptions
2. Analysis of Causes of Time )
Mime /L oss —_— Lige ——»( Checklists

3. “Time Trap" Causes for Self-Management
Analysis lLJJnnecessary Time Techniques
se

1. Analysis of Time Use

The first step is to take stock of all activities in which you play
an active part. The following worksheets will help you analyze
time and activities as well as distractions and interruptions.
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On three or more average work days of next week, care-
fully and completely fill out these worksheets. Please be as
honest and self-critical as possible, even if you think that the
results will be disappointing. Don’t deceive yourself. Only an
honest analysis—for your personal use only—will show clearly
where to start improving your work habits.

A. Analysis of Time and Activities

Duration
No. Activity From-To (in min.) A* | B*|C*|D*
* Do not fill in yet.
B. Distractions and Interruptions
Notes
Distraction Duration Telephone (e.qg., cause for
No. | (from—to) (in min.) or Visitor Who disturbances)

Instructions for Measuring Your Time Use
Equally as important as taking stock of your time is choosing
typical work days. If necessary, choose a whole week as an ob-
servation period.

Try to write down everything immediately, rather than
writing things down later from memory (the greatest gains
from your time analysis will be lost otherwise).

Re: Work Sheet “Analysis of Time and Activities.”
Confine yourself to the essentials, and register the results of
all activities in 15-minute intervals.
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Do not fill in the A,B,C,D slots yet. You will need them for
the following analysis of activities.

Re: Worksheet ‘“Distractions and Interruptions.”
Here fill in all distractions and interruptions that interfere
with your planned or according-to-plan executed activities, in-
cluding phone calls, unannounced visitors, and maybe even
waiting periods.

Especially note who interrupted you:

B = Boss, supervisor
Co = Colleague
Cw = Co-worker

Se = Secretary

Cl = Client
Su = Supplier, contractor
F = Family

O = Other

Keep in mind to note not only external influences but also if
you yourself are the source of interruption, for example, if
you—during an important activity—spontaneously pick up the
phone because you remembered you have to call Mr. XYZ.

Two Approaches to Your Time Analysis

Before you start analyzing the worksheets, you should know
how to evaluate the results. You can emphasize the positive or
the negative aspects.

Analysis of Strong Points. All managers already use
a number of successful work techniques. Otherwise they
wouldn’t be able to accomplish all the tasks confronting them
on a daily basis. In other words, you are already a specialist in
self-management techniques. Therefore, try to become aware
of the strong points and advantages of your personal work
method, and try to systematically improve them. Systemati-
cally apply already familiar principles of self-management on
a daily basis.



