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�  The Big Idea   
Most people are very busy nowadays. Irrespective of 
the type of work they do, they are increasingly feeling 
crowded in by events and responsibilities, to the extent 
that in many cases, their work life begins to encroach 
on their personal space. This reduces the time and 
energy they have for non-work related issues and 
events, which of course in many cases are as important 
as their work-related equivalents – if not more so.  
 
Making busy and/or hectic lives manageable such that 
people can achieve their personal and professional 
goals, no matter how onerous the workload or lengthy 
the workweek, is therefore a skill which everyone can 
benefit from learning.  
 
In and of itself, time cannot be managed. What you can 
manage – what you need to manage in order to cope – 
is the way you use your time.  
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�  Why You Need This Book                   
This book aims to give its readers new and sound advice, hints and tips for managing what to do 
with time and how to go about one’s day.  
 
This fresh approach to the subject looks at the two issues of “what you do” and “how you do it”. 
You will learn the difference between efficiency and effectiveness and importance and urgency, 
and how to use this knowledge to make time your friend, not your enemy.  
 
 
 
�  Regarding Good Time Management                   
If you don’t have good time management skills, you need to improve what skills you have 
immediately! Few skills are as important as good time management. 
 
Excellent (or at least decent) time management can: 

·  give you more time to do what you want 
·  improve your availability for matters that pop up out of the blue 
·  improve your decision-making 
·  improve your health 
·  improve your productivity, efficiency, effectiveness 
·  make you easier to live with 
·  make you easier to work with 
·  make you feel more relaxed 
·  minimize the risks you take 
·  reduce stress 

 
 
 
�  Setting Limits                  
The first thing to learn about good time management is that it is all about setting limits. You need 
to set all sorts of limits to manage your time well – such as learning which things to make time for, 
which to delegate to others, and which to reject outright.  
 
These limits will of course depend on how important each activity, person, or event is to you, and 
how much attention dealing with them will warrant. 
 
Learn to set limits for: 

·  Availability (how willing you are to be disturbed, to make yourself available for others, 
etc.) 

·  Duration (how long you spend doing things) 
·  Importance (how you prioritize things) 
·  Involvement (how much you do yourself as opposed to delegate to others) 
·  Standards (how well you do things) 
·  Urgency (how quickly you do things) 
 

Let's take each of these in turn and see how your time management can be improved by setting 
limits: 
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�  Spend Time on Results – Not Effort                   
You need to spend your time actually achieving things. Simply striving to be busy or trying to 
keep your hands full is actually counterproductive and a waste of resources.  
 
Achievement makes most people feel good and motivates them to work better. Every 
accomplishment is a good one, even the smallest ones, because if they are strung together, they 
provide motivation and impetus for people to continue working. They thus serve as stepping-
stones for even greater achievements down the line.  
 
However, simply putting in more hours and effort doesn’t necessarily lead to success.  
 
A commonly quoted rule that illustrates this is the 80/20 rule, or Pareto's Principle. This rule 
states that typically 80 percent of effort achieves only 20 percent of results. Thus, 80 percent of 
your results are achieved by only 20 percent of your working effort. 
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But what does this actually mean? Well, put simply, most of the time and effort we spend when 
we work towards a goal is wasted – it produces very little result relative to the attainment of that 
goal.  
 
Therefore, working smart and not hard – focusing on the aspects of our work that are the most 
productive, or yield the most results, and deemphasizing or avoiding entirely those aspects that 
are least productive – will result in an enormous and tangible increase in productivity. 
 
 
 
�  Effective  and Efficient  Prioritizing                   
Good time management rests on two things: effectiveness and efficiency.  Both are vital in order 
to learn to manage time well, but few people actually understand the difference between them.  
 
Effectiveness  means being productive, being capable of achieving the goals one sets for 
oneself. In time management terms, it's about doing the right things.  
 
Efficiency , on the other hand, means functioning effectively with the least waste of effort. In time 
management terms, it's about doing things in the right way.  
 
The figure below shows a way of looking at your time in terms of effectiveness and efficiency. 
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�  Understanding Importance  and Urgency                    
As with effectiveness and efficiency, we often confuse importance and urgency.  
 
People who are asked to decide what part of their workload to do first usually say that they 
prioritize things in order of their importance AND urgency.  
 
But you think about it. Just because something's important, is it urgent? Does it really have to be 
done first? 
 
You can see from the image below that urgent and important tasks require different treatment.  
 
There are no hard and fast rules for what to do and when. Simply use your common sense. 
 
 

 
 
 
CHECKLIST 

·  Aim to be both effective and efficient for as much of your time as you can. 
·  Don't confuse importance and urgency. 
·  Don't procrastinate. Positive delay isn't the same thing as procrastination. 
·  Take every opportunity to identify tasks for delegation, or tasks you can stop doing 

altogether. 
 
 
 
�  Dealing with Paperwork and Administration                   
Filing papers and other important documents is on the surface so simple that most of us do it 
without much thought. But often, people have poor practices to do with filing, and these can cost 
us valuable time. 
 
 
CREATING A DAY FILE 
Have a ring-bound folder which has two sets of file dividers in it. One set is numbered 1 to 31, 
and another is a set of twelve, labelled for each month of the year. These types of file dividers 
can be easily purchased in most good stores. 
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Suppose the date is 1 January. You should put the 31 numbered file dividers at the front, followed 
by the twelve month dividers, starting with February and finishing with January. A typical layout is 
shown on the next page. 
 
 
 

 
 
 
Every time you need to put a piece of paper away for a future date, simply file it in the appropriate 
date. 1-31 if it is required for January, and under the appropriate month if it is required after 
January. Every day, you just need to check to see what things are there for you. 
 
At the end of the month, you simply remove all February's papers and file them by day 
appropriately, and place the February divider to the back of the file. This cycles the paperwork on 
a regular basis, so it doesn't get lost. 
 
Examples of things that you would file are: 

·  agendas for meetings 
·  documents you have been asked to take to an appointment 
·  letters that have to be replied to by a certain date 
·  letters that need to be sent on a certain date 
·  lists of things to be done on that date 
·  maps and directions for getting to an appointment 
·  notes you have made for a meeting or appointment 
·  social invitations 

 
 
CHECKLIST 

·  Always file in date order whenever possible. 
·  Keep on top of your mail in and in-tray. 
·  Keep filing up-to-date – this will save you time in the long run. 
·  Name and code files where possible (e.g. color coding). 
·  Read actively. 
·  Sort work before you get started. 
·  Sort your reading, so you have some documents to take with when leaving the office for 

appointments, etc. Prune before reading. 
·  Use day files if you have time – or date-released papers to handle. 
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·  Use the most appropriate filing method for the material to be filed. 
·  Watch your filing – don't let it become unmanageable. 

 
 
 
�  Dealing with Problem People                   
The world would be a very simple place indeed if it were an easy matter to analyze what sort of 
person someone was, and to then handle them accordingly. It would even be simpler if there 
were definite types of persons and personalities. Unfortunately this is hardly the case.  
 
However, in time management terms at least, two types of people are unmistakeable because 
they cause the majority of problems, and they are at two extremes: perfectionists and 
procrastinators.  
 
 
PROBLEMS WITH PERFECTIONISTS 
Perfectionism can be a good thing: society has long valued accuracy, attention to detail, low error 
rates, etc. But it can actually interfere with your progress and work, to the overall detriment of 
your work. Trying to be perfect can stop you feeling satisfied and motivated. It can also prevent 
you from achieving at all.  
 

 
 
 
RECOGNIZING PERFECTIONISM 

·  All-or-nothing thinking, or black and white thinking. This is believing there is always one 
right answer to any question. 

·  Being afraid of disapproval. 
·  Being afraid to make mistakes. 
·  Being over-sensitive to criticism and the opinions of others. 
·  Constant looking for a mistake or slip-up. 
·  Difficulty keeping things in perspective. 
·  Equating failure with being worthless. 
·  Expecting too much of others. 
·  Feeling that what you achieve is never enough. 
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·  Feeling you have to give 100 percent of yourself to something or you will be a failure, or 
that something dreadful may happen. 

·  Living life with a set of rules: a life full of 'shoulds' and 'mustn'ts'. 
·  Never feeling satisfied with anything that has been done. 
·  Putting off completing work to improve it or get it just right. 
·  Valuing oneself based on what others think. 

 
 
RECOGNIZING PROCRASTINATION 

·  Accepting low standards. 
·  Being easily distracted. 
·  Getting on with trivia and minor tasks to avoid or delay starting important ones. 
·  Getting side-tracked. 
·  Ignoring things in the hope they will go away. 
·  Indecisiveness. 
·  The 'just one more minute' syndrome – one minute more, and then I'll start... 
·  Letting low priority tasks get in the way of high priority ones. 
·  Overcommitting oneself: taking on too much. 
·  Putting things off until later. 
·  Insisting on certain conditions before one can start work, such as a tidy one’s desk, quiet 

environment, a cup of coffee, etc. 
·  Underestimating the effort or time needed to achieve a task, even though it’s obvious. 
·  Waiting until one is in the mood. 

 
 
CHECKLIST 

·  Be sensitive with perfectionists and procrastinators, if you have to work with them. 
·  Look for signs of perfectionism in yourself. Ask yourself whether such behavior is 

appropriate. 
·  Look for signs of procrastination in yourself. Again, ask yourself whether such behavior is 

appropriate. 
·  Give people clues that you don't want to be interrupted. If they ignore them, use 

techniques to deal with their interruption quickly. 
·  Remember to be polite, even if you have to be ruthless with your time and be 

unwelcoming and unfriendly on occasion. 
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