Managing Your Time

“There aren’t enough hours in the day!” 
Time is one commodity for which no one can get a refund. A lost hour is lost forever. One of the most important aspects of time management is delegating what need to be delegated and doing what need to be done. Learning to say no also helps. One of the first things to examine is how you spend your time. Keep a log and get a clear picture of exactly how you are spending your time. The more accurate the log, the more accurate your formula will be.
The Pareto Principle is known by many names and seems to be an almost intrinsic law of nature. Amongst its other names, two in particular pinpoint what it is about: the law of imbalance and the 80/20 rule. The principle can be expressed in many ways and is applicable, some would say, almost universally in whatever field of human endeavor you work. 

In time management terms, it suggests that 80% of what we achieve comes from just 20% of what we do. In other words, there is a huge imbalance between effort and results. It's like saying that in the equivalent of just one day (20% of one week) we achieve the bulk of what we do that is worth doing in the whole week. Pareto’s chart graphically describes the results. 
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In other words, our contribution in the other four days merely adds up to a small fraction of what matters to us. It's an appalling statistic but, generally, it has far more than just a core of truth behind it. 

As usual in time management, we always return to priorities. Every moment you spend working on some task that in reality has a low importance, whilst higher importance tasks are waiting, then you are reinforcing the 80/20 rule of shame. Whereas every time you delegate a task of low importance to a subordinate to make way for something more important, then you are smashing the 80/20 rule and making your way to higher productivity. 
Of course, you are probably not aiming to achieve 100/100, where every single moment of your working day is fully accountable and totally productive. You are not a machine; you do need to interact with your colleagues and that includes a bit of chit-chat. If your organization is to move forward, and most seem to want to, then some time must be spent speculating on 'what ifs'. That is good use of your time although most time spent speculating in this way will lead nowhere (80/20). But some will... 

The 10/70/20 formula is a popular time management tool that requires you to divide your time into Past, Present and Future. The idea is to spend:

· 10 percent of your time dealing with past duties such as reviewing results of past projects, rating and discussing variances of those outcomes against expectations.  
· 70 percent of the present should take up the most time doing things like: evaluating current business results, (less than 30 days old) directing staff, training others or being trained, developing work plans and schedules for future projects. Researching and giving directions to others. 
· 20 percent is spent on future duties doing things like preparing an agenda for the meeting next week, strategic planning, future markets.

You can even tweak the numbers for this formula depending on how you log your time. You can change it up and use 20/60/20 if that fits your lifestyle. The important thing is to look at your log and manage your time in a way that fits you and your company’s needs, as there are many time wasters that will really eat into your time if you allow them. To free up your time you need to identify those time wasters, decide what you want to do about them and then take action. Here are some clues:
· Attempting too much

· Procrastination

· I can do it myself, and better and quicker than others. (inability to delegate effectively)

· Afraid to or not being able to say NO.

· Personal disorganization (clutter everywhere)
One of the biggest reasons managers cite for not getting their work done is that people just won't leave them alone. The phone never stops ringing, the emails come in like clockwork, people are always approaching them to ask permission for this or that, and they have to run around and put out brushfires all day. By the time they get around to the big responsibilities, they're tired and distracted, and can't concentrate. This is called loss of focus on the big picture.
Working too many hours is demonstrably counterproductive, because it results in decreased productivity. Studies have repeatedly shown that a 60-hour work week results, on average, in a 25% decrease in productivity. The productivity numbers just get worse as the number of work hours increases. The lesson might be that people are not expected to perform as robots. Long hours lead to physical and mental fatigue and this result in slower work, more mistakes, and wasted time.  

As it turns out, the old forty-hour work week was not chosen at random. It was struck as a compromise, as the best balance between productivity and overwork. Now, it may be that a forty-hour week is an impossibility for some managers, or that you function well with a more demanding schedule. However, do not lose sight of the 20% of activities that contribute the most to your organization.

I have attached a Management Time and Delegation Questionnaire to help you to determine how and where your time is spent, and to identify tasks that you should delegate.
MANAGEMENT TIME QUESTIONNAIRE

Dear Manager/Owner:

Please list all the tasks, duties and/or job functions that you perform on a daily/regular basis and rate each using the following criteria: 
A
Most Important – You will not want to delegate these
B
Moderately Important – You may want to delegate or need additional help
C
Trivial Many Items – You will delegate these

D
Those functions that you believe that you should be performing, but are not doing so for any reason. 
Name: 
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Immediately get rid of the Trivial many items…they are time wasters and should be delegated. However, embrace the Vital Few items that might be suffering from lack of attention because of the current allocation of time. Then begin the process of changing the way that time is spent. An hour lost can never be recovered.
