
Time Management
ABOUT CONFLICT MANAGEMENT SERVICES AT UND

The University of North Dakota partners with Emily Holth, professional conflict management consultant, to provide conflict management services to UND faculty, students and staff.

As members of a university community, people are encouraged to express themselves freely and there are times when that expression leads to conflict. Holth, founder and owner of Sustainable Solutions, a Grand Forks firm specializing in workplace mediation, coaching and team development, provides people with a confidential service where they can feel safe in speaking about difficult situations, complaints or inquiries. Holth and her firm Sustainable Solutions are independent from UND and can therefore offer neutral guidance to those seeking advice on how to manage through conflict. 

· Consider contacting Emily at Sustainable Solutions if you:

· need an independent, impartial and confidential person to listen

· prefer to make an informal inquiry about an issue, rather than ask through formal channels 

· seek guidance on interpreting a situation, policy or procedure

· feel treated unfairly  

· encounter a problem that requires an outside party to help facilitate a constructive conversation

Through this partnership, members of the UND community have access to world-class conflict management services.  Emily is available for appointments both on and off-campus.

Learn more about us by contacting us at: 

www.sustainablesolutionsgf.com
Phone 701.213.8003   Email: emily@sustainablesolutionsgf.com
How Effective is Your Time Management?

Place a check-mark in the box that suits you best
	QUESTION
	Not at all
	Rarely
	Sometimes


	Often
	Very Often

	1.  Are the tasks you work on during the day the ones with the highest priority?
	
	
	
	
	

	2.  Do you find yourself completing tasks at the last minute, or asking for extensions?
	
	
	
	
	

	3.  Do you set aside time for planning, scheduling and list-making?
	
	
	
	
	

	4.  Do you know how much time you are spending on the various jobs you do?
	
	
	
	
	

	5.  How often do you find yourself dealing with interruptions – phone calls, coworkers?
	
	
	
	
	

	6.  Do you use goal setting to decide what tasks and activities you should work on?
	
	
	
	
	

	7.  Do you leave contingency time in your schedule to deal with the “unexpected?”
	
	
	
	
	

	8.  Do you know whether the tasks you are working are high, medium, or low value/priority?
	
	
	
	
	

	9.  When you are given a new task, do you analyze it for importance and prioritize it accordingly?
	
	
	
	
	

	10.  Are you stressed about deadlines and commitments?
	
	
	
	
	

	11.  Do distractions often keep you from working on critical tasks – email/internet, personal issues?
	
	
	
	
	

	12.  Do you find you have to take work home, in order to get it done?
	
	
	
	
	

	13.  Do you prioritize your “to do” list?
	
	
	
	
	

	14.  Do you regularly confirm priorities with your boss, team or coworkers?
	
	
	
	
	

	15.  Before you take on a task, do you check that the results will be worth the time put in?
	
	
	
	
	


As you answered the questions, you probably had some insight into areas where your time management could use a pick-me-up. The following is a quick summary of the main areas of time management that were explored in the quiz, and a guide to the specific tools you can use for each.  Take some time to analyze your challenges and strengths and begin to identify areas for change. 
Goal Setting (Questions 6, 10, 14, 15)          [image: image1.wmf]
To start managing time effectively, you need to set goals. When you know where you're going, you can then figure out what exactly needs to be done, in what order. Without proper goal setting, you'll fritter your time away on a confusion of conflicting priorities.

People tend to neglect goal setting because it requires time and effort. What they fail to consider is that a little time and effort put in now saves an enormous amount of time, effort and frustration in the future.
Prioritization (Questions 1, 4, 8, 9, 13, 14, 15)         [image: image2.wmf]
Prioritizing what needs to be done is especially important. Without it, you may work very hard, but you won’t be achieving the results you desire because what you are working on is not of strategic importance. 

Most people have a “to-do” list of some sort. The problem with many of these lists is they are just a collection of things that need to get done. There is no rhyme or reason to the list and, because of this, the work they do is just as unstructured. So how do you work on To Do List tasks – top down, bottom up, easiest to hardest? 

To work efficiently you need to work on the most important, highest value tasks. This way you won’t get caught scrambling to get something critical done as the deadline approaches.
Managing Interruptions (Questions 5, 9, 11, 12)         [image: image3.wmf]
Having a plan and knowing how to prioritize it is one thing. The next issue is knowing what to do to minimize the interruptions you face during your day. It is widely recognized that managers get very little uninterrupted time to work on their priority tasks. There are phone calls, information requests, questions from employees, and a whole host of events that crop up unexpectedly. Some do need to be dealt with immediately, but others need to be managed.  However, some jobs need you to be available for people when they need help – interruption is a natural and necessary part of life. Here, do what you sensibly can to minimize it, but make sure you don't scare people away from interrupting you when they should.
Procrastination (Questions 2, 10, 12)         [image: image4.wmf]
 “I’ll get to it later” has led to the downfall of many a good employee. After too many “laters” the work piles up so high that any task seems insurmountable. Procrastination is as tempting as it is deadly. The best way to beat it is to recognize that you do indeed procrastinate. Then you need to figure out why. Perhaps you are afraid of failing? (And some people are actually afraid of success!)

Once you know why you procrastinate then you can plan to get out of the habit. Reward yourself for getting jobs done, and remind yourself regularly of the horrible consequences of not doing those boring tasks! 
Scheduling (Questions 3, 7, 12)         [image: image5.wmf]
Much of time management comes down to effective scheduling of your time. When you know what your goals and priorities are, you then need to know how to go about creating a schedule that keeps you on track, and protects you from stress. 

This means understanding the factors that affect the time you have available for work. You not only have to schedule priority tasks, you have to leave room for interruptions, and contingency time for those unexpected events that otherwise wreak chaos with your schedule. By creating a robust schedule that reflects your priorities and well as supports your personal goals, you have a winning combination: One that will allow you to control your time and keep your life in balance. 

[image: image6.wmf]Common Activities and Thought Processes Guilty of Being TIME WASTERS
· Failure to plan and set goals, even small ones!

· Not making time to prioritize and assign time to each activity

· Incorrectly assuming a connection between a task’s importance and the time and energy it will require to do it

· Failure to control interruptions

· Doing little tasks before important ones

· Not capitalizing on your own personal “prime time” of the day – the time of the day when we are most effective and successful

· Allowing things to pile up in the first place

· Allowing ourselves to be diverted from a goal or task

· Delaying decision making

· Using caffeine and sugar to “boost” time management skills

· Poor delegation skills and not sharing work with others

· Poorly managed meetings without agendas

· Crisis management and “fire fighting”

· The classics – email, internet, instant messaging and phone calls

· Saying “yes” to too many things

· Procrastination – “I will do that later”

· Perfectionism – this differs from being diligent or having "attention to detail" by a matter of great degrees
Time Management Tips and Tools

*Remember, studies show it takes 21 days to form a habit, so stick with your changes!

· Learn to recognize when you are “out” of your homeostasis and getting stressed – pay attention to your triggers!

· Delegate

· Start planning and goal setting – simple changes make a difference

· At the start of each day, or the end of the day before, make a reasonable list of what you want to accomplish

· Use your “prime time” to accomplish high-priority tasks

· Keep a running prioritized to-do list, not to stress you out, but to give you perspective

· A-B-C technique

· Log your time for a week or two – looking back gives you perspective on how long tasks really take (and how much time you are truly wasting!)

· Assign amounts of time for each expected task – you will quickly learn if you are accurate or not, and can modify accordingly

· Check in with yourself throughout the day – “Is this what I need to be doing right now?”  If not, make a change!

· Recognize and change procrastination habits

· Figure out “what am I afraid of?”

· Chunk it out – break the task down into more manageable sections and assign a time for each section

· Avoid distractions – don’t allow yourself to get up from your desk every 5 minutes-get everything you want/need/think you want or need before you sit down, check your email once an hour instead of once every 10 minutes, schedule break times

· Use a “do not disturb” sign, scheduled closed-door time or some of the “difficult message” techniques to cut down on interruptions

· “I understand what you have to talk about it important, and I am in the middle of something that needs my full attention.  Could I come and talk to you in about 15 minutes when I am finished with my current project?”

· “I want to be able to give you my full attention, and right now my thoughts are focused on my project at hand.  I can be done with it in 10 minutes and then I would be happy to come to you and answer questions you may have.  Would that work?”

· Get organized!  Straighten your desk or workspace at the end of each day and make sure that everything has its place – external chaos can create internal chaos

· Schedule in breaks…and stick to your schedule!

Is What You are Doing Now, Working?

What are some other strategies that you have found work?
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