
 

TIME FLIES . . . BUT WHERE? 
Time Management  

Tips and Tools  



 

Time is what we want 
most but use worst. 

—Erica Jong  



 



 



 

If I had an hour to save the 
world I would spend 55 
minutes defining the problem 
and 5 minutes finding 
solutions. 

—Albert Einstein 



 

KNOW YOURSELF 
What Are Your Work Habits? 



 

Work Habits 

1.      Are you a morning person? An evening person? 

2.      Do you work better in a quiet environment? 

3.      Do you prefer to work on a single major project at a time, or do you like to work on 
several projects simultaneously? 

4.       What is your normal reaction when faced with a task that you don’t want to do? 

5.       Do you believe that anything worth doing is worth doing well? 

6.       How accurate are your estimates of how long a task will take to complete? 

7.       Do you like to work as part of a team, or are you happier working alone? 

8.       Do you prefer work that requires creativity or work that requires research and study? 



 

KNOW YOURSELF  
What Are Your Personality Traits? 



 

Personality Traits 

1.       Is it hard for you to say no? 

2.       Are you a perfectionist? 

3.       Are you comfortable making decisions? 

4.       Are you comfortable with ambiguity? 

5.       Do you worry a lot? 

6.       Do you think it is easier to do something yourself than train someone 
else to do it? 

7.       Are you a quick starter or a slow starter? 

8.       Are you methodical or impulsive? 

9.       Are you an introvert or an extrovert? 

10.     Do you like change? 

11.     Is your first reaction to think why something can’t be done, rather than 
how to accomplish it? 



 

KNOW YOURSELF  
What Are Your Time Challenges? 



 



 

Unclear Priorities 

Alice asked “Which road do 
I take?” 

“Where do you want to go?” 
replied the Cheshire Cat. 

“I don't know” Alice said. 

“Then,” said the cat, “it doesn’t matter. 
If you don't know where you are going, 
any road will get you there.” 



 

People who have written goals 
accomplish significantly more than 
those who do not have written goals. 



 

Fighting Fires 



 

Fewer than one in 
five people begins 
the day with a plan.  



 

Interruptions 



 
On a typical day, 
office workers are 
interrupted about 7 
times an hour, which 
adds up to 56 
interruptions a day. 



 

Procrastination 



 

95 percent of 
people procrastinate 
sometimes, and 15 
percent to 20 
percent are chronic 
offenders. 



 

Disorganization 



 

30 percent of all 
employees’ time is 
spent trying to find lost 
documents. 



 

What Can You Do? 



 

Advice is what we ask for 
when we already know the 
answer but wish we didn’t. 

—Erica Jong  



 

Unclear Priorities 



 

Set Goals 



 

In the absence of clearly 
defined goals, we become 
strangely loyal to performing 
daily trivia until ultimately we 
become enslaved by it. 

—Robert Heinlein 



 



 

Only you can decide 
what is important in 
your life.  



 

You need both personal and 
professional goals. 



 

There are many 
ways to reach 
your destination. 
Choose the one 
that is right for 
you. 



 



 

Fighting Fires 



 

Plan 



 

—Charles Bixton 

You will never find time 
for anything. If you want 
time, you must make it. 



 



 

There is a difference between urgent 
and important. 



 

There is also a difference between 
efficiency . . . and effectiveness. 



 

There is also a difference between 
efficiency . . . and effectiveness. 



 

The only person you control is yourself. 



 

Interruptions 



 

Take Control 



 

What’s striking to 
researchers is how few 
people take even the most 
basic steps to reduce 
workplace interruption. 

—Matt Williamson  



 



 

The IQ of those who juggle messages 
and work falls by 10 points. 



 

Procrastinating 



 

Just Do It 



 

If it weren't for the last 
minute, I wouldn't get 
anything done.  

—Anonymous 



 

Why do you procrastinate? 

“It is an unpleasant task” 

“It’s too hard to do” 

“I don’t know how to do it” 

“I want it to be perfect” 

“I’m afraid I will fail”  

“It is too boring” 



 

Change “I have to” to “I choose to.”  

“I must finish.” 

“When can I start?”  

“I can take one small step.”  

“This is so big.”  

“I must be perfect.”  

“I can be human.” 

“I don’t have time to play.” 

“I can take time to play.” 



 

Break tasks into manageable steps. 



 

Time Marches On 



 
Measure time in 
seconds and 
minutes, not days 
and weeks. 



 

Disorganization 



 

Get Organized 



 
Out of clutter, find 
simplicity. 

—Albert Einstein 



 

Get rid of what you don’t use. 



 

Organize what  
you keep.  



 
Put things away as 
soon as you are 
finished with  
them . . . 



 

. . . and that applies to your computer 
documents too. 



 

Don’t try to do 
everything at once. 



 

Everyone thinks of 
changing the world, but 
no one thinks of 
changing himself.  

—Leo Tolstoy 



 

Tools & Resources - Books 



 

Tools & Resources - Online 

http://www.43folders.com/
http://lifehacker.com/
http://www.rememberthemilk.com/
http://unclutterer.com/
http://www.wishfulthinking.co.uk/
http://www.pomodorotechnique.com/
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