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Author’s note

There have been many changes in the way people work since this book was first
published. Increased pressure, having to achieve more with less, and the impact of
technology, have all had an effect on our lives and how we use time.

To manage time effectively calls for skills in a number of areas. These are the ability to
manage work activities, thinking and reasoning, relationships, communications and the
work environment (see the model opposite).

Whilst a diary is useful, it may not, by itself, bring about better use of time, without
development of such skills.
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INTRODUCTION (¢))]

MANAGING WORK ACTIVITIES (9)
Taking action (for the right reason,
at the right time, in the right way)

MANAGING YOUR THINKING  (61)
& REASONING

Stress, creativity, problem solving,
decision-making, memory
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‘ CONTENTS

MANAGING RELATIONSHIPS (109)
Working with your boss, secretary,
team, dealing with interruptions,

assertiveness

MANAGING COMMUNICATIONS (149)
Listening, asking questions,

speaking, reading, writing, meetings

and handling phone calls

MANAGING YOUR WORK (221)
ENVIRONMENT

Dealing with paper, e-mail,

filing systems, travelling time
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INTRODUCTION

MANAGING TIME: MANAGING YOURSELF
NO MAGIC ANSWER

e Time is passing us by; once it has gone it can never
be replaced
e The older one gets, the quicker it seems to be passing

In truth there is probably no one skill or tool that will enable
you to manage your time better.

The time management model offers a useful range of skills;
improvements in each will have an impact on how you spend
your time.

However, getting yourself organised and managing
yourself will significantly improve your chances of
managing your time ... so please read on.
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INTRODUCTION

WHAT COULD STOP YOU
LINK EFFORT TO BENEFITS

Most of what is contained in this book is common sense - but, alas, not common
practice.

Why is this?

One explanation is that our behaviour is often guided by the amount of pleasure we gain
from doing something.

For example, we enjoy being driven by events, crises, fire-fighting. Sound time
managerment techniques such as planning and prioritising take effort and often are not
associated with pleasure.

it we really want to improve, then we need to make a mental link between the effort
involved and the pleasure that will come from working effectively.
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INTRODUCTION

MANAGING WORK ACTIVITIES
BASIC PRINCIPLES OF TIME MANAGEMENT

Taking action:

v/ For the right reason: making sure that what you do is linked to your job or an
objective (pp 10-19)

v At the right time: because it is a priority (pp 20-25)

v/ In the right way: by getting yourself organised (pp 26-59)




o

5
SERHIE
B[] 2 oy 2 AR

KIITEh:

v HFWREMER - BERTMAES T AR HRMHEREE 10~19 70
V ERHMR R E R R (BE 20~25 B ;

O EY AR T A RASGE 26~59 T,




NOTES

BT e T SR S

e T P R T S




MANAGING WORK ACTIVITIES

SELZHYE




