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Time 1S the scarcest resource and unless It
IS managed nothing else can be managed.

Peter Drucker



Yesterday history
Tomorrow mystery

Today gift. present



o 3 ¢ [’

e

/il LR

'.J,"/ 1 ‘ v"g N 3
G [ e [0 Wt
Vil - [P S T . :







gl.ojgu’_i:&)é

oyl 4.3 i fast- paced u-.f.‘) L uLA! JS.UJ RSP UYL{‘ aiile (golazsl ).,ulimy
Jtime is money” |5 waeas BB ol 55,0 by sl sl aS L

A.JLo G,La S ,8 leo slow paced ‘o.s)‘o Ga.wz: slazdl aS G,Laﬁ,;f PEEr G )\ .
NS GO LSCLQ-A?‘ 9 ‘;od‘}:b JJ-AM.A.’
Syl S Lyl



Gl gl K8 jo ew b))

L1, 05 oley a5yls bled (opls asle sl 3,00 bl 5l (S p alo 5 2y sl Kin )8
asls A8 bl g ge,h Wb Sdld o el Spo wlel pasS 6,5 ojlal ceels
b

e Sl Caadels b oolaug, a bas e B slaKn 9 )0 QLA)' S S 035l S0 g9 5l ®
asly Solgls Slagey Bacs a8 ,u ST oS adbo Ll glas o by W la8 o
g2 A8 0 Gy aebip dm je, Glp ly Ol auS 0 GYeb Iy add> L JLST L il
b anals b Ll 5 £5,8 b solaug, b el

D Al SO Kad Bais o SO slacl 0y, o Uil aS ST el ol



Sy G5 >

Lo ley S0 caimo i i Hley jo calizre sl 0,90 4 Lo oSS 09 ®
22,5l (Jle loie wogd o aaS Uy 6,5 Cyz ol a4l
o ygliws wil ooy o a4 Wl o b K> 5l a5 SYeb &, L
S e S e Sy gidale sla pllas 5 L ool alils asds
S, ool ol 00 )7 Jads 1) ailidd oligS Loewd 2 U L oloyglsS
RGO SV’ oA.J.J L Jb allds ol o



Past-oriented, Present-oriented, Future-oriented
cultures
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Chronemics
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* Goal Setting

* Prioritization

« Managing Interruptions
* Procrastination

» Scheduling

&



Olo ) Cd piw 40 WA autid

(S SO g (S Y0 o w1y 8e3 Ol 4Su! (Sl
S (0 A1y Olo) x5 90 aaogds Sl pgo

i 08wl R-A-C g9y 31 awilyd o0 U7 ! (Sl y

 Record
* Analyze
 Change




T

Specific

Measurable

Time-based

Make your goal specific and narrow
for more effective planning

Make sure your goal and progress
are measurable

Make sure you can reasonably accomplish
your goal within a certain time frame

Your goal should align with your values
and long-term objectives

Set a realistic but ambitious end date to clarify
task prioritization and increase motivation

A



Priority = Important x Urgent

Not Urgent Urgent

Plan to Do Do Now Important

Resist Reject Not Important




Important

Urgent Not Urgent

(vet!)

Not important
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Personal time performance log

Comments:

Time Priority
description taken category™
(Mminutes)

*Link these columns to any priority code you use Total time taken

(minutes):




T T N R S TN TN N SN T YN | —

Investigation into whether pure randomness exists.

8 Read 1st book
9 |Read 2nd book

Read 3rd book

Read 4th book

12 Collect book quotes

13 Conclude books

m Find internet d_uotes |

E Collect opinions

m Plan essay structure .
17 Begin writing draft

m Evaluate draft

m Write second draft.

20 Evaluate draft
21 | Write final draft




Kanban tools

@Kanbar{ Features  Pricing  Press ’ LOGIN ’

To-do whe This week we In progress 3/5 e Done e
Review and update sales pitch for new ‘ Prepare and send out client invoices A ) Organize team-building event m Today
product M =/ | <>
. Evaluate sales tools M
Research market trends Review data pipelines for Al model training .
Pay employee salaries ‘ & (= &2 " ’ ’
= . wle <> esterday
ot ;»9 ) |
& — | Add Al chatbot for support ;A Plan exhibition for upcoming trade show Prototype voice-activated features A
Design marketing campaign = = =@ & =
— Customer reported performance issue | &) - o= ite is down -
poriec v 4 i#| Decide overall budget Company webske is Q
Experiment with AR/VR in app ) « <

v Agtree on booth size and location
Shortlist candidates for interviews (] Monday, 4 September
als

Update employee handbook with remote Order brochures, flyers and popups

work policies 0 Promote event on social media Establish mentorship program for junior
e staff ()
Train staff for product demos <in
Coordinate vath influencers for upcoming
promotional event (& Friday, 1 September
Test compatibllity on various devices (8
Implement 2FA for all systems oS

62

> Review monthly expenditure against
Analyze ROI from recent investments (8" budget &
A

Develop strategy for re-engaging past
customers f‘..\

e https://kanbanflow.com



Use Procrastination!

The Zeigarnik Effect

Our minds quickly forget
finished tasks. However,
they are programmed to
continually interrupt us with
reminders of unfinished tasks.
These intrusions constitute the
Zeigarnik effect.

Or. Bluma Zegarmik, 1927
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* The Salami Technique
* Making Commitments

* Rewarding Yourself



Pomodoro technique

25 minute blocks (pomodoros)

» After 25 minutes, take a short break (3 —
5 mins)

 After 4 pomodoros, take a longer break
(15 — 30 mins)

http://tomato-timer.com



http://tomato-timer.com/

ONE POMODORO CYCLE




Anti-distraction Apps!

Trade your points for
Build Your Forest rewards &

& Cold Turkey

17:20+

a orest — & e
Cold Turkey |
Hold -

Pomotodo

BLOCK EVERYTHING FOR

GO COLD TURKEY



https://www.forestapp.cc/
https://getcoldturkey.com/
https://www.hold.app/
https://pomotodo.com/
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Goal setting

e

Managing interruptions

Procrastination
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Timestamp

2/29/2024
2/29/2024
2/29/2024
2/29/2024

|2_f2 9/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024
2/29/2024

14:10:12
14:33:02
14:37:56
14:59:07
15:25:48
15:35:21
15:35:51
16:18:46
16:34:03
16:39:02
17:43:17
18:07:05
156:08:21
18:29:45
18:30:11
19:16:22
19:41:57

22912024 21:12:47
2/28/2024 21:14:18
2/29/2024 21:14:21
2/29/2024 21:26:09
2/29/2024 21:55:02
3172024 9:48:37
3172024 20:28:28

1D
900

731
576
154
599
612
607
702
040
571
06
011
595
786
328
400
486
329
9591
902
163
151
24
365






Score | Comment

46-75 You're managing your time very effectively! Still, see if
there's anything you can tweak to make this even better

31-45 You're good at some things, but there's room for
improvement elsewhere.

15-30 Ouch. The good news: you've got a great opportunity to
improve your effectiveness. However, to realize this, you've
got to fundamentally improve your time management skills.



THE
PRODUCTIVITY

/ONE

=

MORGAN TYREE

SUCCESSFUL

[IME

MANAGEMENT

HOW T0 BE ORGANIZED, PRODUCTIVE
AND GET THINGS DONE
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THE

UL]}LMATE
T SLHIT

FOR ADULTS WITH ADHD

RISA WILLIAMS, LMFT

Hustrated by
jennifer Whitney

Time Management
and Self-Organisation
in Academia

10 Time

Ma nagement

Choices

SANDRA FELTON & MARSHA SIMS

The Organizer Lady Sort-It-Out, Inc.
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