How to Effectively Manage Time at Work

- Do you ever wonder at the end of the work day what have you accomplished? Do you

( (o F begin your work day feeling you will never get your work done? Many workers have

. these feelings. If you frequently have these feelings, you probably are not managing

- s your time efficiently. This Guide offers some proven methods for improving your
work flow and helping you manage your time at work.

Managing time is a skill that is learned. It does not come naturally to most people. Some people learn to be organized, whereas others never do.
It does not matter how skilled you are, if you procrastinate you will have trouble getting your work done.

When you manage your time effectively, you improve both the quality of your work and your life. You reduce work-related frustration because
you are organized. Time management will increase your energy level and reduce stress and anxiety; you will be achieving more while expending
less effort.

How do you spend your usual day?

Before you can start managing your time at work, you need to have an idea of how much time you spend doing all of the tasks that the job requires.

For a period of one week, make a list of everything you do during the day. Your list will probably include:

 Reading. Identify what you are reading (mail, emails, memos, reports, etc.) and from whom (co-workers, supervisors, customers, personal
etc.).

«  Writing. Identify what you are writing (mail, emails, memos, reports, etc.) and to whom (a co-worker, supervisor, customer, personal, etc.).

« Talking on the phone. Identify with whom you are talking (a co-worker, supervisor, customer, personal, etc.) and the nature of the
conversation (casual, order taking, discussing a work project, etc.).

«  Other activities such as taking breaks, eating, attending meetings, receiving training, training others and operating office equipment such as
a copy machine, etc.

“§ Note how much time you devoted each day for each item listed. Add the time. At the end of the week, total the amount
I\ of time that you spent for each category.

Make a new list using the same categories. On the new list enter the amount of time that you want to spend each week
. in each category. By comparing the “actual time spent” with the “ideal amount of time you want to spend,” you can
identify the activities where you need to devote more time and those where you need to reduce your time.

You may want to also share this information with your supervisor. Your supervisor may not only have an opinion on how you should spend your
time, but also have suggestions on ways that you can more effectively manage your time.

Suggestions for getting more out of your day

Managing emails. A major portion of correspondence in today’s office environment is transmitted electronically in the form of emails.
—  Organize your email folders. Create a folder for each subject or sender. Give the folder a name that describes

the folder content (Some examples; August, 2009 Sales Meetings, Mary Smith and Personnel Memos).

Only look at your email or regular mail once. If it is an important message, print it.

Immediately after reading the message, decide to respond to it, file it away or delete it. If the message is

appropriate for more than one folder, copy it to all appropriate folders. Do not leave messages in your Inbox;

otherwise, your Inbox will become cumbersome, especially when trying to locate a message. Always copy the

message to the appropriate folder.

— Create a “Respond to” mail box and move all emails that need to be answered at a future time into that box. Check this mail box daily.
Once you have responded, move the message to the appropriate folder.

—  Use a spam filter to filter unwanted messages. If you use a spam filter, check the spam folder at least every other day. An important email
may have been inappropriately placed into this folder. Delete all spam emails.
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More suggestions

* Do not multitask if you can helpit. Multitasking occurs when
you try to do more than one task at a time. For most people
multitasking does not come easily and will decrease your
productivity.  Unless you know that you are skilled at
multitasking, do only one thing at a time. If this is not possible,
then limit yourself to doing only two activities at once. Doing
two things at once, however, means neither task gets your full
attention. For example, you try to read a report while you are
on the telephone talking to a customer. Be careful about doing
multiple tasks if one of them requires your entire attention.

* Complete a task before moving to another. Most tasks have
a beginning, a middle where most of the work is done, and an
end. We use the beginning to organize our thoughts and the end
to confirm and correct what we did. Interruptions during the
process often require us to go back to the beginning and try to
remember where we were in the process. Since this not only
wastes time, it increases the opportunity for errors. It is better,
therefore, to schedule taking a project from beginning to end
with no interruptions.

Generate a To Do List at the beginning
of each day. If you don’t know what you
should be doing, how can you manage your
time to do it? Each morning review your
list from the prior work day. ldentify tasks
that were not completed. These should be
the items that you tackle first. Next, add
items that you know need to be addressed.
Finally, add items to your list as the day
progresses.

To-do list

Prioritize all items, then assign a time in the day when you will
do each task. This may seem obvious, but think about how
many times you've put off an important task so you could do
something else that really didn't need to be done at that time. Do
the most important things first.

* Deon’t wait. If you find yourself waiting for a reply or a
decision so you can continue with a task, move on to another
task and return to the first task after you get the required
information.

*  Group similar activities together. Make all your phone calls
atonce. Check all of your email messages at one time.

* Check your email on a schedule. If you are using email at
work, people understand they may not always getan immediate
response. You can answer most e-mails by checking your
emails only a few times each day.

Take breaks. Taking a five or ten minute
break can re-energize you and improve
your efficiency at work. Stand up and
stretch at least once each hour.

Find a good place to work and make
sure it is organized and neat. Clutter is
not good for time management. A
cluttered desk prevents organization and wastes your energy trying
to find important papers. Keep your desk clean and use a good
filing system. Before leaving at the end of the work day, arrange
the papers on your desk in the order that they need to be addressed
the next day.

Know when you work best. Each person has a most efficient time
ofthe day. You can discover yours by monitoring your productivity
over a period of time. Use this information to manage your
schedule, keeping your best work time free for your most important
work.

Learn to say no. It is not easy to tell a supervisor or a co-worker
that you cannot help them. If you are unable to spare the time, or
are on an urgent deadline, ask your supervisor to prioritize your
schedule. It may be possible to adjust the due date for a project.
Most work settings require you to be flexible and to be able to set
aside a task in order to work on an unexpected project.

Identify and avoid activities that waste time.
We all have distractions that waste our time.
Co-workers can easily involve you in time-
wasting  activities such as unnecessary
personal conversations, and you can also allow
your personal issues to occupy your thoughts.
Review the JobSearch Guide How to
Communicate on the Job for suggestions on [ 2
ways to deal with co-workers.

Identify and avoid distractions. Some

people are able to work with music on, while others find it
distracting.  Most people require an environment with few
distractions when they are trying to concentrate. Eliminate
distractions when you need to get high priority tasks completed. If
possible, avoid taking telephone calls, answering emails or
receiving visitors when you have a project with a tight deadline.

Don’t procrastinate. If you postpone starting a task, assess what
you are being asked to do. You may find that you lack clear goals
or you have underestimated the difficulty of the task. If you are
uncertain about a task, discuss the project with your supervisor.

Internet resources

http://regardingwork.com/201 1/09/01/1 00-ways-to-get-more-done/ --Tips on how to get a handle on the things that

k waste the most time at work.

www. time-management—guide.com -- Strategies for how to better manage your time at work and in your life.

www.rememberthemilk.com/ -- Free on-line too] that helps you create and manage your to-do lists.
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