
YOU CAN’T GO BACK TO 
YESTERDAY

Deadlines! I love ‘em.

I love the whooshing noise
they make as they fly by.

Douglas Adams

Trainer: Eileen Browne

Presenter
Presentation Notes
Good afternoon        how has day been, busy? Interesting?
Eileen from DSC – describe



Going to spend the next 90 mins or so together to consider how we can improve our own effectiveness in relation to time. Not time management – EXPLAIN

Usually a one day course. Aim to cover a few of issues that can adversely affect our effectiveness in this area and what we can do to mitigate them



NAME and JOB ROLE

If I was at my best what 
would I ACHIEVE?

(More? Better? Different?)

Welcome

Presenter
Presentation Notes
Welcome   Turn to neighbour, introduce yourself

2 minutes to think about and articulate your aim for this session. Start now



Working Together

• Confidentiality
• There’s no such thing as a silly question
• Experiment and take risks – see possibilities not limits
• Respect – space and values for others
• Participation – involvement/contribution
• Bit of fun!

Presenter
Presentation Notes
This is where usually talk about…….

These things apply however  I want to focus on this bottom bit first





Quick Question

What do these two terms mean to you?

• Efficient

• Effective



• Efficient – doing things right

• Effective – doing the right thing

Definitions

Presenter
Presentation Notes
Efficient – doing things right, delivering the expected outcome with as little waste as possible. Waste could be time, money, energy

Effective – doing the right thing. Activties that positively impact your team or organisation, support your goals






Personal Effectiveness 
Managing Time is about…

• Goals
• Awareness and Planning
• Developing positive habits

• Focus on High “Pay Off” activities

Presenter
Presentation Notes
Goals – what needs to be achieved
Awareness – knowing what is going on round you. What to be involved in and what not.
Planning your activities – Prioritising

Doing things above regularly turns into habit – 3 weeks
HPF’s – ASK what?

Activities measured or that you are accountable for.

 In sector, someone sick work added or start doing things we like. Not included in our  job descriptions or articulated outcomes



Managing Time Effectively is 
about…

• Goals and HPA’s (high payoff activities)

• Awareness and Planning
• Developing positive habits

It is not (or is less) about…

• Overly complex prioritising systems
• Being a ‘Super Human Being’
• This way or the highway

Presenter
Presentation Notes
Read – explain

Complex systems – me calendar – To Do list

Human not superhuman

Not just one way



What’s the problem?

Poor or unclear Job Description

Presenter
Presentation Notes
When last reviewed job description?

Outputs or expectations not clear

Or taken on other things that take our time but not measured. 

Time spent on wrong things.



What Am I For?

• Fundamental
• Outcome
• Requirement

Outcomes attached to my post are….

Presenter
Presentation Notes

Must be clear of your purpose

Fudamental – Increase no sales or donors
Income grown by 10%
Requirement – increase outbound calls, network

Mentioned Awareness – Do a daily record of all of the tasks you are actually carrying out.

Monitor 2 or 3 days activities – sheet broken down in hourly sections



Awareness

• Be clear on what you SHOULD be doing
• Know what your High Payoff Activities are
• Pin point your priorities

Action

• Write (consider) your job description in terms 
of results required

• Define the measures for those results

Presenter
Presentation Notes
Read – say

Priorities – once you have recorded you will be more aware of what you are actually doing a opposed to what you should be doing.
Also it will help you to better plan your days. 
If you know you are at your best, most focused in the morning. Plan to do the tasks that nee you rfull attention at those times, reports, tenders, performance review feedbac

The action – it may be that having recorded your actual activities you identify that you have become responsible for outcomes that are not in your job description. Those task may be taking time that should be being spent on your own targets or outcomes against which you will be measured. This could affect your pay increase, bonus.

Must take this up with your line manager



Time Management Quadrant
Q1 Urgent & Important Q2 Not Urgent But Important

Q3 Not Important But Urgent Q4 Not Important & Not Urgent

Presenter
Presentation Notes
Whizz through – have you seen this before.

Now you have better understanding of the activities you are carrying out, this will also help you identify the important ones



Q1 Urgent & Important Q2 Not Urgent But Important

Q3 Not Important But Urgent Q4 WASTE

• Irrelevant mail and calls
• Trivia
• Unproductive activities
• Stuff we like to do

Time Management Quadrant



Q1 Urgent & Important Q2 Not Urgent But Important

Q3 INEFFECTIVE Q4 WASTE

•Interruptions
•Some calls
•Some mail
•Some reports
•Unprepared meetings

•Irrelevant mail and calls
•Trivia
•Unproductive activities
•Stuff we like to do

Time Management Quadrant

Presenter
Presentation Notes
Will quickly talk about Time Stealers.

Reports – relevant ?

Can I have 10 miunutes of your time, we know really means 20 minutes/half an hour



Q1 HARVEST Q2 Not Urgent But Important

•Genuine crises
•Pressing problems
•Projects/work driven by deadlines
•Fire fighting

Q3 FUTILE Q4 WASTE

•Interruptions
•Some calls
•Some mail
•Some reports
•Unprepared meetings

•Irrelevant mail and calls
•Trivia
•Unproductive activities
•Stuff we like to do

Time Management Quadrant



Q1 HARVEST Q2 ACHIEVEMENT

•Genuine crises
•Pressing problems
•Projects/work driven by deadlines
•Fire fighting

•Planning,
•Relationship building,
•Creative thinking – new opportunities,
•Preventing crises, projecting
•Professional knowledge

Q3 FUTILE Q4 WASTE

•Interruptions
•Some calls
•Some mail
•Some reports
•Unprepared meetings

•Irrelevant mail and calls
•Trivia
•Unproductive activities
•Stuff we like to do

Time Management Quadrant

Presenter
Presentation Notes
this is where we should aim to be working.

This is Utopia, focused on the important activities that support, feed into the business plan or vision of your organisation.

Reality is that on any given day we could moving in and out of the other quadrants. 
However if we are constantly aware we can move ourselves Back to this quadrant at the earliest opportunity



Presenter
Presentation Notes
Goals – when setting make them ambitious. Think into the future – Must be SMART

Think back to puzzles – Goal to solve the puzzle.
Specific instructions as to what to do.
Acheivable – said you can do it just Focus
Relevant – now because although fun serve to illustrate the SMART model
Timebound – clearly stated the timeframe in which to act.



ALL

MY

BEST

IDEAS 

TO

INSPIRE

OUTSTANDING

UNLIMITED

SUCCESS



TIMESTEALERS
Interruptions

A judgement call – not an obligation

• YES, 

• NO, 

• LATER….

Presenter
Presentation Notes
Of the 3 challenges I mentioned have covered job description, awareness of what should be doing, HPA’s

How much do we do because that is how it has always been done.

Want to talk about TIMESTEALERS

Judgement call if approached or get telephone call or email requesting your immediate support

Be protective of your time, teach people to respect your time.
Yes – in your interest, want to help
No – nothing to do with you, someone else responsible for. Say No. assertively with another option
Not yet – can you give me 10 miuntes, I hour etc. would like to help however in the middle of something that I want to complete.





MEETINGS  - A PRACTICAL ALTERNATIVE TO WORK.

Presenter
Presentation Notes
This is good example of traditional behaviour. Time stolen even in scheduled meetings.

Do you need to be there?  If so, could you attend for part of the meeting?

Can you skype in rather than travel to attend in person?

Is there a start and end time to meeting 	is there are timed agenda with desired outcomes shown
If not how to measure if meeting has been effective?
Are action points captured.

If you do need to be there how can you help make the meeting more effective an d efficient – Offer to help – minutes, time keep




Personal Disorganisation

What’s the problem?

Presenter
Presentation Notes
Read – Say, get in our own way by not planning not focused on key tasks.

Stealing/wasting our own time

Ever had end of day, worked flat out, busy all day yet unable to articulate to yourself one thing you achieve.
Lack of control, frustration, stress affects our mnetal well being – leads to physical reaction, headaches, tight chest, knotted stomach
Me IBS



Additional work or life issues

What’s the problem?

Presenter
Presentation Notes
If disorganised, operating in the IMPORTANT/URGENT
Added work due to sickness, someone leaves, stress level go up.

Already stressed with work, everything outside of work isn’t on hold – life is happening

Child becomes sick at school, needs tobe picked up. MOT on car is due. Guest coming  not prepared

Moving house, new relationship, relationship ending,
STRESS STRESS STRESS - ILLNESS



Sample Diary
Monday Tuesday Wednesday Thursday Friday

1-1 with Pam

Lunch with 
Joe

1-1 with 
Ashley

Funding 
Meeting

1-1 Lesley In Leeds Budget Stuff & 
Meeting

Support 
Network 
Meeting

Presenter
Presentation Notes
What can we do to plan more effectively to make us more efficient – have more control
 No good



Monday Tuesday Wednesday Thursday Friday

1-1 with 
Pam 2pm

Lunch with 
Joe 1pm

1-1 with 
Ashley
4pm

Funding 
Meeting
10am

1-1 Lesley 9am In Leeds Budget Stuff & 
Meeting
10am

Support 
Network 
Meeting 3pm

Sample Diary

Presenter
Presentation Notes
Times at least add a bit of order but not much



Presenter
Presentation Notes
Leads to more details – Going to Leeds

Leaving partry




Time Monday Tuesday Wednesday Thursday Friday
0800

0900 Get 
Gabriella’s 
card signed 
etc

1-1 Lesley Travel to 
Leeds

Finalize 
budget

1000 Funding 
meeting

Meet Pat in 
Leeds 
office

Budget 
meeting –
Head office

1100 Work on 
budget

Make client 
calls

1200 Lunch with 
Joe

1300

1400 1-1 with 
Pamela

1500 Prepare 
notes for 
funding 
meeting

Write up 
Support 
Network 
monthly 
reports

Travel back 
to London

Friday 
Support 
Network 
meeting

1600 1-1 Ashley Prep papers 
etc for Leeds

Admin 
ready for 
next week

1700 Gabrielle’s 
leaving party

1800

Presenter
Presentation Notes
Plan preparation time



Time Monday Tuesday Wednesday Thursday Friday

0800

0900 Planning &
Admin

Get Gabriella’s 
card signed etc

1-1 Lesley Travel to 
Leeds

Finalize 
budget

1000 Funding 
meeting

Meet Pat in 
Leeds office

Budget 
meeting –
Head office

1100 Work on budget Make client 
calls

1200 Lunch with Joe

1300

1400 1-1 with 
Pamela

1500 Prepare notes 
for funding 
meeting

Write up 
Support 
Network 
monthly 
reports

Travel back to 
London

Friday Support 
Network 
meeting

1600 1-1 Ashley Prep papers etc 
for Leeds

Admin ready 
for next week

1700 Gabrielle’s 
leaving party

1800

Presenter
Presentation Notes
Idntify where free time. Use this for thinking, realsionship building, development, shadowing



Time Monday Tuesday Wednesday Thursday Friday

0800

0900 Planning &
Admin

Get Gabriella’s 
card signed 
etc

1-1 Lesley Travel to 
Leeds

Finalize 
budget

1000 Funding 
meeting

FREE Meet Pat in 
Leeds office

Budget 
meeting –
Head office

1100 FREE Work on budget Make client 
calls

1200 Lunch with Joe FREE

1300

1400 1-1 with 
Pamela

FREE FREE

1500 Prepare notes 
for funding 
meeting

Write up 
Support 
Network 
monthly 
reports

FREE Travel back to 
London

Friday 
Support 
Network 
meeting

1600 1-1 Ashley Prep papers etc 
for Leeds

FREE Admin ready 
for next week

1700 Gabrielle’s 
leaving party

1800

Presenter
Presentation Notes
We can see each other’s calendars.

Can suggest meeting dates and times when both free



What’s the problem?
Procrastination 

I am an old man 
and have known 
many troubles, but 
most of them 
never happened.

Mark Twain

Presenter
Presentation Notes
Job description, awareness of HPAs

Times stealers – others also ourselves



Procrastinators say…
• I have to..
• I must finish..
• This is so big..
• I/It must be perfect..
• I don’t have time to..



Producers say..

• I choose to..
• When can I start..
• I take one small step..
• I can be human..
• I will organise/plan time..



No previous 
experience

Focus on 
feelings not 

facts

Making 
assumptions

Mind 
reading 
others

Perception 
of others

Lack of 
confidence

Self Doubt

Lack of 
Assertiveness

Fear

InsecurityUncertainty

Confusion

Presenter
Presentation Notes
Whats is the effect of all of the above inefficiency and ineffectiveness – Self Doubt, Fear

How do we add to this situation – Perceptions and assumptions – could do huge piece of work, incorrect because didn’t clarify requirements

H



Solution 
focussed

Learning 
and 

developing

Informed & 
Knowledge 

seeking

Mindful of 
others

Confidence

Clear Goals & 
Priorities

In control

Focus on action 
not feelings

Committed

http://static.squidoo.com/resize/squidoo_images/-1/draft_lens1557857module52703242photo_1250731959success.jpg


Presenter
Presentation Notes
When planned, organised what do we gain and lose.

Do any of the word here relate to your aims expressed earlier??



Improving Personal Effectiveness

• To be able to achieve more
• To be more in control
• To reduce pressure
• To have more energy
• Better work life balance
• To feel better about ourselves

Presenter
Presentation Notes
Check time – Ask if time allowed
What is impact of being more personally effective?



Work Relationships Family

Leisure/Fitness

/Health

Friends Hobbies

Personal 

Growth

Alone Time Values

Presenter
Presentation Notes
Focus moved from just here – time more evenly spread – gain a more balances healthy life style



In order to ACHIEVE more I will

• STOP

• KEEP

• START

Presenter
Presentation Notes
Phrase –
1 or 2 things going to STOP, KEEP Doing – START Doing



IF YOU ALWAYS DO , WHAT 
YOU ALWAYS DID,

… YOU WILL ALWAYS GET, 
WHAT YOU ALWAYS GOT



Eileen Browne

Training Consultant

Directory of Social Change

07508 939 668

ebrowne@dsc.org.uk

www.dsc.org.uk

Thank You 

mailto:ebrowne@dsc.org.uk
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