TIME FLIES . .. BUT WHERE
Time Management
Tips and Tools

4§ Jean Anderson, SCLS

November 17, 2011




Time 1s what we want

most but use worst.

T Erica Jong
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If | had an hour to save the
world | would spend 55
minutes defining the problem

and 5 minutes finding
solutions.

T Albert Einstein




KNOW YOURSELF
What Are Your Work Habits?




Work Habits

Arg/ou a morning person? An evening person?

Dg/ou work better in a quiet environment?

Dgrou prefer to work on a single major project at a time, or do you like to work o
several projects simultaneously?
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Dgou believe that anything worth doing is worth doing well?

Hovaccurate are your estimates of how long a task will take to complete?

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

Dagou prefer work that requires creativity or work that requires research and stu




KNOW YOURSELF
What Are Your Personality Traits:




Personality Tralts

Ist hard for you to say no?

Arg/ou a perfectionist?

Argiou comfortable making decisions?

Argrou comfortable with ambiguity?

Dgou worry a lot?

Dgou think it is easier to do something yourself than train someone
else to do it?

Arg/ou a quick starter or a slow starter?

Arg/ou methodical or impulsive?

Arg/ou an introvert or an extrovert?

10. Doou like change?
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how to accomplish it?




KNOW YOURSELF
What Are Your Time Challenged:




