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Time is a unique resource in that everyone is given an equal amount - a gift of 24 hours each day. How you invest that gift is a major factor in how you feel about your life. Think of time as one of the tools that you have available to reach your goals. As with many tools, if you want to use time effectively, it may require some training (or retraining), determination, and practice. 





Even though the term "time management" is used a great deal, there really is no such thing as time management. Using time effectively is actually a matter of your own personal management. Time goes by at the same rate no matter what you do. You can't speed it up or slow it down. Unlike the other resources that you manage, there is no way to control time. 





The best you can do is take charge of yourself in the framework of time, investing yourself in those things that matter most in your life.





Defining priorities


Consider the five aspects of your life that are most meaningful to you at this time. Think of these as your basic priorities.





Efficiency or effectiveness


Do not confuse efficiency with effectiveness when it comes to developing your time use skills. Efficiency relates to doing a job right in as little time and with as little effort as possible. Effectiveness, on the other hand, relates to doing the "right" job right. Being effective with your time means you are investing your time in the most important tasks. Efficiency implies that you are able to accomplish a great quantity of work. You evaluate efficiency by how much you have gotten done. Effectiveness, on the other hand, implies that you know how to set priorities and are able to focus your efforts on what really needs your attention. You evaluate your effectiveness by whether what you got done was what really needed doing.





Learning to set priorities


Setting priorities is a matter of deciding what is really important. In this case "important" means important to you. What activities and roles give your life meaning? These are the parts of your life where you most want to succeed. Everything in your life cannot be a priority. Lots of important things will compete for attention over your lifetime, but there are not enough hours in anyone's lifetime to give attention to everything that is good and worthwhile. Deciding on your basic priorities is a key exercise in moving toward more effective use of your time. Your basic priorities provide a means for making time choices, helping you decide where it is important to invest yourself and where you can let go. 





On a daily basis you also have to learn to set task priorities. Prioritizing tasks includes two steps:


Determining what needs to be done


Deciding on the order in which to do the tasks





(Continued on next page)


How do you decide what work needs to be done? For the most part, it relates back to your basic priorities. To be effective in your time use, you have to weed out the work that does not fit with your basic priorities. Learn to say "no" to tasks that look interesting and may even provide a strong sense of achievement but do not fit with your basic priorities. 





You also have to be able to separate out the tasks that need doing from the busywork that tends to eat away at your time. Many tasks that fill your day may not really need doing at all or could be done less frequently.





Set yourself as a priority


You need to be one of the priorities you set for yourself. This can feel unnatural for many people who are used to thinking of the needs of others. Think of meeting your own personal needs as taking care of a valuable piece of equipment. You need routine maintenance - the care and attention you often direct at others also needs to be directed toward yourself. Think of taking time for yourself as comparable to changing the oil in an automobile. Over the long haul it is an important investment. Insisting on time to relax and pursue some of your own, personal interests is not selfish. Rather it is like changing the filters on your furnace. It will keep you operating more effectively in other areas of your life. One of the resources you bring to your life is attitude.





Critical skills for effective time use


Certain skills help in using time effectively. Most of these skills are mental. While it is not necessary to develop all of the skills, each makes a contribution to your ability to direct time usage.





Time sense is the skill of estimating how long a task will take to accomplish. A good sense of time will help you be more realistic in planning your activities. It helps prevent the frustration of never having quite enough time to accomplish tasks. To increase your time sense, begin by making mental notes of how long it actually takes to do certain routine tasks like getting ready in the morning, running a load of laundry or delivering your child across town to baseball practice.





Goal setting is the skill of deciding where you want to be at the end of a specific time period. Goal setting gives direction to your morning, your day, your week and your lifetime.


Keep your goals specific, as in "weed the flower beds in front of the house" rather than "work on the yard." Keep your goals realistic or you will continually be frustrated by a sense of failure.





Standard shifting is adjusting your standards as circumstances change. Your standards are what you use to judge whether something is good enough, clean enough, pretty enough, done well enough. Develop the ability to shift standards so you can be satisfied with “less than perfect” when your time demands are high, instead of feeling as if you are somehow falling short.





Time planning is outlining ahead of time the work you need to get done in a specific time frame. Sometimes time planning is as simple as writing out a "To Do" list to ease your mind from holding on to too much detail. At particularly stressful times the "To Do" list may expand to include a more specific calendar of when tasks will be done. While a detailed time schedule can be too confining to use all of the time, it is a good way to take the pressure off at exceptionally demanding times.





Recognizing procrastination is a skill in itself because procrastinators can do an incredible job of hiding their procrastination from themselves. Procrastination is needlessly postponing decisions or actions. You might disguise the procrastination response with an excuse like waiting for inspiration, or needing a large block of time to concentrate with your full attention, or needing more information before tackling a project. It takes skill to differentiate between procrastination excuses and legitimate reasons for delaying a decision or action. Without the ability to recognize when you are procrastinating there is little chance of overcoming this immobilizing habit. 





Adapted from material by Carole G. Bosworth, University of Missouri Extension.












































The Sand Paper is a quarterly newsletter produced by Sand Creek Group, Ltd.  











Sand Creek clients and customers are welcome to reprint this article. All others must first request permission by contacting:





Sand Creek Group, Ltd.


610 N Main Street #200


Stillwater, MN  55082





651-430-3383


888-243-5744





www.sandcreekeap.com


info@sandcreekeap.com











Sand Creek’s Employee Assistance Programs (EAP) are designed to address employees' personal and work-related problems with care and confidentiality. For more information on EAP services, please contact Sand Creek.
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