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PREFACE

Time management can be simply explained as an organised way of living that connects every activity with the important goals of our life. It is a method to harmonise our work and life and to maintain equilibrium in the achievement of our goals, our actions and our thoughts.

Effective planning and time management lead to order, clarity of purpose and goals, optimum utilisation of resources, and a happier and more successful life.

While writing this book, I had a very clear objective. By applying certain principles, I have been able to regulate my lifestyle and work more efficiently than ever before. I wanted to share this learning with others.

Through the eight chapters in this book, I have attempted to ensure that the readers understand goal setting, the meaning and importance of effective planning and the techniques and tools we can use to effectively plan and manage our time so that we can achieve our goals.
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ONE

DO MORE IN LESS TIME


‘One of the very worst uses of time is to do something very well that need not to be done at all.’

– Brian Tracy



INTRODUCTION

Conventional wisdom is, if you want to get more things done, you need more time. It makes sense that an individual working for twelve to fourteen hours a day will be more successful in his or her personal and professional endeavours as compared to someone working for just six to seven hours. A student preparing for competitive examinations and studying for ten hours a day is surely more likely to get through than his friend who studies for just four to five hours.

To put it simply, achieving more is directly proportionate to the number of hours put into the effort. Right?

No. My dear friend, you do not need extra hours to become extraordinary. What you need is “effective planning and time management”, which are the central themes of the book you are reading. The first chapter of this book will help you think creatively on how you can plan so as to accomplish more in less time.

THE SCIENCE OF DOING MORE


‘It’s not just the number of hours we sit at a desk that determines the value we generate.’ – Unknown



Today, we all have become part of the rat race in order to grow personally and professionally. We thrive on productivity and performance. But the problem is, many of us do not understand the science behind doing more in less time. It is not about chaining yourself to your work station, putting in more hours at the office or staying up late at night to complete the task.

It is about understanding the basics of how your brain and body functions.

Today, I will give you basic guidelines that will double your ability to do much more in less time.

Let us start with a short story.

Surabhi is a single mother who is often seen fire-fighting. She has a job, two kids to raise, a house to manage and a lot of other responsibilities. She does not have a social life, has financial burdens and constantly feels like her head will explode! She often wishes a day had thirty-six hours instead of twenty-four.

If you are anywhere like Surabhi, you too want a longer day, a day that has more than twenty-four hours.

Let me start by asking you a few questions:


LEARNING ACTIVITY 1: THINK AND WRITE


	What are the things you do on an average working day?
..............................................................................................

..............................................................................................

..............................................................................................



	What are the problems you are faced with when you run out of time?
..............................................................................................

..............................................................................................

..............................................................................................



	What are the outcomes of these problems?
..............................................................................................

..............................................................................................

..............................................................................................



	List five benefits of managing time for yourself.
..............................................................................................

..............................................................................................

..............................................................................................







The point here is, we all manage to spend the twentyfour hours there are in a day, but how many of us manage to get what we want out of them?

Time slips by and then we realise that there were so many important things that needed to be done but we couldn’t do them, because there was no time...

BENEFITS OF MANAGING TIME

According to statistics shared by Business Week, around 40 per cent American adults sleep for less than seven hours a day. Around 60 per cent gobble down food. Besides, people talk on phones on their way to work, answer emails during conference calls and generally multitask through the day. These mind-boggling statistics tell us only one thing we are racing against time.

Did you know?

The Health of Advisors Report suggests that 63 per cent financial advisers who considered themselves poor in time management skills experienced health related issues like high blood pressure and sleep apnea.

Only one thing can take care of ALL these issues — Time Management.

Let us understand some of the benefits of time management:


	It helps us achieve results

	It improves the quality of our work

	It improves our efficiency to work fast

	It helps in lowering our stress levels

	It improves overall health

	We tend to make fewer mistakes

	It helps reduce the number of crises faced

	It improves our work satisfaction

	It improve the quality of our non-working life



So what if I tell you that this book is going to help you get out those extra hours, earn those precious minutes in order to get important things done?

DOING MORE IN LESS TIME

There are various tools and techniques that can help us do more in less time. But to learn and implement them, I need a strong commitment from you to dedicate yourself completely to changing your attitude and habits, and making a sincere effort to manage your time.

It is only through strong will power that you can bring about a positive long term change in yourself. The good news is that there are ways to strengthen one’s will. All you need to do is follow these three steps to change your mental state:


	Get up early

	Stay fit

	Develop and focus on your “Big Five” and “Small Five” goals



If you are able to do these three simple things on a regular basis, your willpower will become stronger.

We have to go one step at a time.

I am reminded of a fact here. If you put a frog in boiling water, it will jump out of it. But if you put a frog in cold water and gradually heat it and bring it to a boil, the frog will stay in it.

Similarly, if we try to bring about a drastic change, we will leave the habit in a jiffy. But if we try to bring a gradual change, it is more likely to be successful.


	Get up early
What time do you get up?

..............................................................................................

How productive do you feel the entire day?

..............................................................................................

..............................................................................................

How will getting up early help you in increasing your productivity and saving time?

..............................................................................................

..............................................................................................

List five things that you can do to get up early.

..............................................................................................

..............................................................................................

..............................................................................................

..............................................................................................





I am sure you have heard of the old adage “Early to bed and early to rise, makes a man healthy, wealthy and wise.” So you see, this single habit can improve your health, increase productivity and help increase wisdom.

Now let us reflect on it a little more.

Why should I get up early?

Getting up early has many advantages


	You get extra hours in the day

	You get more focus and clarity because you can plan your day ahead

	You can create time for exercise and to stay fit

	Morning is the time you can spend with yourself and actually plan for self-improvement



How can I get up early?

There are five things that you can do to get up early


	Put your alarm clock or phone away from the bed, the farther the better. It should be so far that you have to get up to switch it off.

	Once you get out of the bed, go straight to freshen up. Brush your teeth, wash your face and then switch your alarm off.

	Now, you are ready to start your day. Create a five minute workout that suits you. Hop, jog, run on the spot or do stretches.

	Get up at exactly the same time every day, including Saturdays and Sundays. The trick is to decide a comfortable time. If you are used to getting up at 10 am, please do not try to get up at 6 am on Day 1. Get up at 9 am the first day, 8.30 am the next, 7.30 am the day after, 6.30 am on the fourth day, and finally 6 am on the fifth. Once you hit the 6 am mark, start getting up at exactly 6 am every day irrespective of a Sunday or holiday




	Get a good night sleep. It is important to sleep well in order to get up early. It is difficult, or next to impossible, to remain fresh in the morning if you have not slept well at night.



Do you know?

Data from Harvard Medical School reveals that US companies are losing a whopping $63.2 billion per annum in decreased productivity due to sleep deprivation.

Exhausted employees feel less efficient and take more time even for simple activities like reading mails. They also become irritable and snap at the slightest trigger.

So begin today and reap the benefits of getting up early forever.


	Stay fit
What do you do to stay fit?

..............................................................................................

..............................................................................................

What is the impact of your health on your productivity?

..............................................................................................

..............................................................................................

How will your health help you save time?

..............................................................................................

..............................................................................................

What will you do to remain fit?

..............................................................................................

..............................................................................................





I once read this somewhere and it stayed with me forever. “Exercise to be fit, not skinny; eat to nourish your body and always ignore the haters, the doubters and unhealthy examples that were once feeding you. You are worth more than you realise.” This has become my definition of staying fit, mentally and physically.

Why should I stay healthy?

Staying healthy has more advantages than you and I can ever think of. Some of these are:


	It increases productivity by leaps and bounds
Research shows that people who are overweight are less productive and take more time off from work due to illness. This comes to twenty-two days of production loss per annum for the extremely obese. The annual healthcare cost of obesity in America is close to $240 billion.



	It makes one feel physically powerful
Healthy people are stronger. They, have more stamina and can work faster.



	It makes one happier
The endorphin hormone released while exercising and healthy eating helps us stay happier.





Do you know?

Happiness at Work survey, 2012 suggests that happy people demonstrate the following:


	31 per cent higher efficiency

	37 per cent higher sales

	Three times higher creativity



How can I stay healthy?

I have five mantras for you to get healthy and stay that way.


	Eat healthy: As clichéd as it may sound, eating healthy is a must to staying healthy.

	Exercise: We tend to underestimate the power of exercise. A thirty-minute workout, twice a day can create magic. Literally! You don’t believe me? I challenge you to work out at the same time every day, twice a day. Exercise once before you start your day and again before lunch time in the office or in the evening when you come back home. Do this for twenty-one days, or better still, for sixty-six days, and see the magic for yourself. Employees who exercised before work or during lunch breaks were better able to handle the day’s demands. Their general attitude also improved.



Do you know?

According to the research done by Bristol University:


	72 per cent respondents reported that they managed their time better on days they exercised.

	79 per cent reported that their interpersonal skills had improved.

	74 per cent reported that they were better able to manage their workload.

	27 per cent said they were able to concentrate more on work.

	41 per cent reported that they felt more motivated to work after a regular workout.



Stay connected with happy and positive people: Jim Rohn rightly said ‘You are the average of the five people you spend the most time with.’ Decide the five people you want to surround yourself with.

Develop a positive attitude: Read, indulge in activities that make you feel good, meditate, pray. Do things that will help you think positive. Change your value system. If you change your sanskar (values) and vichaar (thinking), you will automatically change your aachaar (habits and behaviour).

Spend time with family and friends and do something for the community: To stay fit mentally, it is important to give and contribute.

Thus, health comes first. If you are healthy you can conquer the world. But if you are not, time will control you. So to control your time and to make the most of the time you have, you need to stay fit. Develop and focus on your Big Five and Small Five goals

Invest in a notebook or a diary today. On the first page, write five big goals that you want to achieve in your life. From the next page onwards, start writing five small goals every day that you can achieve the same day. It will not only keep you motivated, but will make you stay focused on your goal.

As said in the Bhagvad Gita (2.41):


“vyavasāyātmikā buddhir

ekeha kuru-nandana

bahu-śākhā hy anantāś ca

buddhayo ‘vyavasāyinām”



This means: Those who are on this path are resolute in purpose, and their aim is one. O beloved child of the Kurus, the intelligence of those who are irresolute is many-branched.

This means that whatever we do, we should remain resolute about our purpose. Our goal must be fixed and we must move unflinchingly towards achieving it.

Many people who are not focused on a single goal (or a few specified goals) try to do many things, expecting to be successful in at least one of them. They are the ones struggling with time. So if you want to manage your time, manage yourself.

When you know how to manage yourself, you gain control of your time.

Thus, doing more in less time is all about being organised through effective planning and time management.

This chapter is just the beginning of your journey towards time management. The next chapter will give you an insight into your current reality in terms of time management and will enlighten you about various factors that play a crucial role in managing time.


KEY TAKEAWAYS


	Doing more in less time is about understanding the basics of how our brain and body respond.

	It is necessary to do more in less time if we want to live better.

	There are various tools and techniques that can help us do more in less time.

	It is only through strong will power that you can bring about a long term positive change in yourself.

	Many people who are not focused on a single goal (or a few focused goals) try to do many things, expecting to be successful in at least one of them.






Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................
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TWO

HOW WELL DO YOU MANAGE YOUR TIME?


It is not enough to be busy; so are the ants. The question is, what are we busy about?

– Henry David Thoreau



INTRODUCTION

We all need to plan in order to do more in less time. But do we really manage our time, not all of us. By managing time effectively we can have control over our day to day situations. This in turn keeps the stress levels in check.

There are various aspects of time management, the awareness of which will help us plan our time effectively so that we can regulate our lives efficiently. With these aspects taken care of, we can focus on our goals and be a lot more productive than we ever imagined.

Are you able to manage all the aspects of time? Do you not waste even a single minute of your day?

This chapter is meant to help you understand the various facets of time management and the learning activity in the beginning of the following section will enable you to assess your own position with respect to time.

HOW GOOD AM I AT MANAGING MY TIME?

This section will enable you to invest your time in activities that will help you in accomplishing your career and life goals. But before moving forward, let us assess how good you are at managing your time.


LEARNING ACTIVITY 1: HOW WELL DO YOU MANAGE YOUR TIME?

Instructions:

Please tick the choice that describes you the best. Remember that you need to answer as you really are and not as you want yourself to be. The first answer that comes to your mind is usually the right one.



	Legend:
	 



	Not at all
	N



	Rarely
	R



	Sometimes
	S



	Often
	O



	Always
	A






	S.No.
	Questions
	N
	R
	S
	O
	A



	1
	Do you complete your high priority tasks before the low priority tasks?
	 
	 
	 
	 
	 



	2
	Do you ask for extensions and/or finish your tasks at the last minute?
	 
	 
	 
	 
	 



	3
	Do you set aside time to schedule and plan your activities every day?
	 
	 
	 
	 
	 



	4
	Do you keep a track of the time you spend on various activities during the day?
	 
	 
	 
	 
	 



	5
	Do you often find yourself handling interruptions rather than concentrating on your work?
	 
	 
	 
	 
	 



	6
	Do you set goals to choose the tasks that you need to perform in a day?
	 
	 
	 
	 
	 



	7
	Do you plan for contingencies and unexpected events as well?
	 
	 
	 
	 
	 



	8
	Do you think about whether the tasks you are completing are of low, medium or high priority?
	 
	 
	 
	 
	 



	9
	Do you decide to complete a new task on the basis of its importance?
	 
	 
	 
	 
	 



	10
	Do you remain worried about commitments and deadlines?
	 
	 
	 
	 
	 



	11
	Do you get distracted by different things when working on a critical assignment?
	 
	 
	 
	 
	 



	12
	Do you take your work home to finish it after office hours?
	 
	 
	 
	 
	 



	13
	Do you maintain a to-do list and prioritise your tasks?
	 
	 
	 
	 
	 



	14
	Do you frequently verify the precedence of tasks with your boss?
	 
	 
	 
	 
	 



	15
	Do you analyse if the output for a particular task is even worth spending time on it?
	 
	 
	 
	 
	 




Scoring

Now let us look at how the scoring is done for the test. Award yourself points under the column that you ticked, as given in the table below. For example, if you ticked ‘O’ for the first statement, give yourself four points.



	S.No.
	Questions
	N
	R
	S
	O
	A



	1
	Do you complete your high priority tasks before the low priority tasks?
	1
	2
	3
	4
	5



	2
	Do you ask for extensions and/or finish your tasks at the last minute?
	5
	4
	3
	2
	1



	3
	Do you set aside time to schedule and plan your activities every day?
	1
	2
	3
	4
	5



	4
	Do you keep a track of the time you spend on various activities during the day?
	1
	2
	3
	4
	5



	5
	Do you often find yourself handling interruptions rather than concentrating on your work?
	5
	4
	3
	2
	1



	6
	Do you set goals to choose the tasks that you need to perform in a day?
	1
	2
	3
	4
	5



	7
	Do you plan for contingencies and unexpected events as well?
	1
	2
	3
	4
	5



	8
	Do you think about whether the tasks that you are completing are of low, medium or high priority?
	1
	2
	3
	4
	5



	9
	Do you decide to complete a new task on the basis of its importance?
	1
	2
	3
	4
	5



	10
	Do you remain worried about commitments and deadlines?
	5
	4
	3
	2
	1



	11
	Do you get distracted by different things when working on a critical assignment?
	5
	4
	3
	2
	1



	12
	Do you take your work home to finish it after office hours?
	5
	4
	3
	2
	1



	13
	Do you maintain a to-do list and prioritise your tasks?
	1
	2
	3
	4
	5



	14
	Do you frequently verify precedence of tasks with your boss?
	1
	2
	3
	4
	5



	15
	Do you analyse if the output for a particular task is even worth spending time on it?
	1
	2
	3
	4
	5






INTERPRETATION OF THE RESULTS

Once you have your scores, read the interpretation to see where you are in terms of time management, what areas are your strong points and which ones need improvement.

SCORE INTERPRETATION



	Score
	Comment



	46–75
	Fantastic! You manage your time extremely well. But since we are human, there is always scope for improvement. So even if you got full marks in this test, this book will help you to stay on the right track.



	31–45
	You are generally good with managing your time; however, your scores will tell you the exact areas where you need to get better. But you certainly have the potential to learn the skill faster than others.



	15–30
	There is great scope for improvement. But the good news is that you have this book. If you begin today, you will be able to learn how to manage your time once you finish reading this book. So do not waste a single moment and begin right away!




Having identified how well you manage your time, let us now understand the areas or aspects of time management that we tried to gauge through this test.

SET GOALS

(Questions 6, 10, 14, 15)

Like mentioned earlier, goal setting is the first major aspect of time management. To be in control of time and to increase your productivity, you need to set goals. The best ones are those that are SMART (Specific, Measurable, Achievable, Realistic, Time-bound). If you set your journey in the right direction, you will automatically figure out ways to reach the destination in the best possible way.

If you do not begin with an end in mind, it will be difficult to set priorities. The irony is that in order to “save” time, we neglect setting goals. So do not be this person who just pretends to save time; be the one who actually saves it.

SCHEDULE EFFECTIVELY


“You will never find time for anything. If you want time you must make it.”

– Charles Buxton



(Questions 3, 7, 12)

Managing your time is about creating an effective schedule that helps you keep your focus on your goals and gets you closer to your long term goals every day.

We all want to live a stress free life, don’t we? But what do we do about it? Every day, I see students who leave their studies for the last minute and pick up their books just two days before the exam. This is not a good idea for so many reasons – it creates panic; what if you get visitors at home; this activity won’t help you learn anything and there will be no application in future. All because of lack of a proper schedule. So even if you are a student, it is a good idea to start scheduling your to-do list to manage your time effectively.

Whether you are a housewife, a professional, a student or an entrepreneur, if you want to remain on the top of your game, you must begin scheduling right now.

PRIORITISE


The key is not to prioritize what’s on your schedule, but to schedule your priorities.

– Stephen Covey



(Questions 1, 4, 8, 9, 13, 14, 15)

Setting priorities is even more important than scheduling. Think about a journey. If you start in the wrong direction, no matter how efficiently you drive, you won’t reach the destination. Scheduling is like driving efficiently. But what will make you reach the right destination is prioritising.

Kabir, one of my coaching students, used to make a to-do list every day. He used to put the most important things at the end of the list because he feared them. He would then complete all unimportant and small things during the day. By the time he reached the important and ‘scary’ things, it would be time for him to go home.

I have come across many people like Kabir who make a to-do list. It is really helpful; but what makes it effective is if we prioritise. Dallin H Oaks says ‘Desires dictate our priorities, priorities shape our choices, and choices determine our actions.’ So it is the time for action now. Practice what you learn today and it will take you a long way.

SAY “NO” TO PROCRASTINATION


Procrastination is opportunity’s assassin.

– Victor Kiam



(Questions 2, 10, 12)

“Later!” “Not right now!” “Let me surf the internet!”

These kinds of statements lead to insurmountable pressure. We keep piling up small and easy, but important, tasks till they become urgent. And then we get into fire-fighting mode.

The first step to overcome procrastination is to recognise it. Drifting thoughts, fear of not being able to perform, seemingly daunting tasks and boredom are some of the reasons for procrastination. Take a look at your scores on questions number 2, 10 & 12 and check whether you procrastinate or not.

If the scores are high, keep doing what you are doing to fight procrastination. If they are low, start altering your life style and take one step at a time, to get rid of the habit.

It usually steps from fear of the unknown and fear of failing. If you get rid of the fear, procrastination will never bother you.

MANAGING INTERRUPTIONS


The average American worker has fifty interruptions a day, of which seventy percent have nothing to do with work.

– W. Edwards Deming



(Questions 5, 9, 11, 12)

Let us assume that we set goals, scheduled, prioritised, beat procrastination and did everything to manage time. But there are so many interruptions during the day – unnecessary phone calls, status updates of a friend who just came back from a holiday, drop-in visitors, chit-chatting colleagues – the list is practically endless. Interruptions happen and cannot be stopped. But they can be managed and minimised. Your responses to questions 5, 9, 11 and 12 in the test will tell you how well you manage interruptions.

Thus, this chapter was a reflection on how well you manage your time. The interpretation of the results will help you reflect on areas in which you need to work hard and those where you need to polish up in order to manage your time well.

The next chapter addresses one of the most important things that you need to do in order to live a fruitful life, that is, setting goals.


KEY TAKEAWAYS...


	Managing time is a necessary skill to help you remain in control of everyday situations.

	Goal setting is the first major aspect of time management.

	Managing your time is about creating an effective schedule that helps you keep your focus on your goals and everyday gets you closer to your long term goals.

	Setting priorities is even more important than scheduling.

	The first step to overcome procrastination is to recognise it.

	Interruptions happen and cannot be stopped. But they can be managed and minimised.






Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................
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THREE

IF YOU WANT TO BE A WINNER, START SETTING GOALS


Setting goals is the first step in turning the invisible into the visible.

– Tony Robbins



INTRODUCTION

Have you ever thought about where you will be five years from now?

Do you know the purpose of what you are doing right now?

Are you aware of the achievements that you are looking for at the end of the day?

Whatever your answer, my suggestion to you is, if you want to be a winner, you need to have goals in place. Setting goals will enable you to travel in a defined direction; it is like a map that guides you in determining your success.

Thus, the objective of this chapter is to cut down waste of time by focusing on our personal and professional goals so as to make the optimum use of time while stepping up the success ladder.

However brilliant an action may be, it should not be accounted great when it is not the result of a great purpose.’

– Francois de la Rochefoucauld

Every day, we must strive to get one step closer to our personal goals, our organisational goals, our relationship goals and all other important life goals.

If you have never thought about what your goals are, here is a reality check, – your efforts to manage your time will be futile.

DO YOU KNOW WHO FLORENCE CHADWICK IS?

Florence Chadwick was an American woman who made her mark on history by becoming the first woman to swim the English Channel in both directions and she set a world record each time. Also, she was the first woman to swim the Catalina Channel, the Dardanelles and the Straits of Gibraltar and the Bosporus.

After setting world records for swimming across the English Channel, Chadwick was determined to swim across the Catalina Channel. On 4 July 1952, Florence, decided to set yet another record. She swam for hours (she did not know how to give up) but a fog set in that made her feel helpless. She was encouraged by her mother and her team members on the boat to continue. They told her that the destination was not too far. However, Florence could not continue. She simply gave up just five minutes away from the shore.

Do you know why? Because she could not see her goal.

A goal is important even for a person who is already successful. Even a strong fighter quits in the absence of clear goals. On the other hand, having clearly defined goals can help you conquer the seemingly impossible.

Florence decided to try once again after two months. This time round, she was successful. The fog set in again, but this time she did not lose the focus because she had the picture of her goal in her mind.

She had the vision and the clarity of direction and destination.

To be successful in life, we must have a goal.

Do You Know?

Helen Keller once said ‘The only thing worse than being blind is having sight but no vision.’

Let me ask you a couple of questions:

Think and write about one thing that you want to do but are not doing that and which if you did every day, would make a significant positive impact on your life.

..............................................................................................

..............................................................................................

If you wanted a similar change in your professional or business life, what regular activity would you want to do that you are not doing today?

..............................................................................................

..............................................................................................

People who do not plan well have a lack of direction and lack of goals. Through this chapter, I will enable you to set your Big Five goals and your Small Five goals by giving you the “Golden ground rules for goal setting”.

DO YOU WANT TO CONTROL TIME OR BE CONTROLLED BY IT?

Many people feel lost because they don’t have a specific aim in mind. Have you ever got out of your house and simply started walking on the road without actually knowing where you are going?

Living life without goals is like travelling without a destination. People without goals feel that they keep working hard with no end result.

This is mainly because they do not invest any time in thinking about what they actually want from life.

Sarita is a hard working girl. Her boss is very demanding. One day, Sarita’s boss enquired, “How are things going with you?” Sarita replied without thinking, “Sir! I am working very hard, I do not have enough time to think about that!” (Disclaimer: Not a nice thing to say to a boss!) So her boos asked her what time she came for work every day and she proudly informed him that she reported at 9.30 am sharp.

Her boss told her to come to work at 8.30 am instead of 9.30 am if she needed time to think.

What he was telling her indirectly was to plan her day well in advance and to set goals for herself in order to create more time. Goal setting helps us achieve our ideals – the ideal relationships, the ideal job, the ideal life. Goals help us shape our vision into reality. You can actually choose your path and decide where you would like to go. You can concentrate your efforts and focus on the one thing you want. If you know what your goals are, only then will you be able to see the interruptions. And eliminating those interruptions will get you on the right track.

BENEFITS OF GOAL SETTING

Goal setting is a part of every successful person’s life. They knew all what they wanted out of life.


LEARNING ACTIVITY 1: THE RETIREMENT LUNCHEON

Imagine you are 60 years old and are going to retire. Today is your retirement luncheon, the usual party where all your friends, colleagues and family members are invited.


	How would you want people to remember you?
..............................................................................................

..............................................................................................



	What would you want your family to say about you?
..............................................................................................

..............................................................................................



	How should your colleagues describe you?
..............................................................................................

..............................................................................................



	What would you do that would prompt people to say the things that you have mentioned above?
..............................................................................................

..............................................................................................







By creating a vision of what you would like to be in the future in different areas of your life, you reflect the personal values that are most important to you in each of these domains.

Write down on a sheet of paper what you would like people to say about the different areas of your life. At the same time, think about what is important to you and the type of person that you would like to be.

All top level athletes, achievers and successful entrepreneurs set goals to guide them, save time and to become proficient in what they do. However, there are two requisites for setting goals, short term inspiration or impetus, and long term vision. Once you set goals, you can use your resources – attitude, skill and knowledge – in the right direction to help you conserve the non-renewable resource called time.

By creating an intelligent, visibly distinct purpose, you can determine and assess the accomplishment of these goals. What seemed like a mundane, monotonous and boring life, will now feel vibrant and exciting, because everything you do aligns with your goals. This will boost your confidence by leaps and bounds and you will have faith in your ability to achieve your goals.

SETTING PERSONAL GOALS

The best example of a focused personal goal is mentioned in the Mahabharata. Once, Dronacharya took the Pandavas to a forest to test their skills. He placed a wooden bird on top of a tree across the river from where they were standing. He called each Pandava brother, one at a time.

Dronacharya first called Yudhisthira and asked him to target the bird’s eye. He asked Yudhisthira ‘What do you see?’ Yudhisthira replied ‘I see a wooden bird.’ ‘What else do you see?’ Dronacharya asked. ‘I see the branch and the leaves.’ ‘What else?’ ‘I see the other trees of the forest and the river’ said Yudhisthira.

Dronacharya sent him back and called the powerful Bhima. He questioned Bhima, ‘What do you see?’ Bhima replied ‘I see the bird.’ ‘What else do you see?’ ‘I see the sky, the tree and the grass and fruits on the trees.’

Next, Dronacharya questioned Nakula and Sahadeva and got similar answers.
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Finally, Dronacharya called Arjuna and asked ‘What do you see, Arjuna?’ ‘I see blackness, my Master.’ ‘What else do you see?’ ‘Nothing else, dear Master’ He asked again ‘You can see nothing else?’ ‘No Master’ said he with confidence. Dronacharya asked ‘What is this blackness that you see?’ ‘It is the pupil of the bird’s eye!’ explained Arjuna.

Dronacharya questioned him further, ‘Do you see the branch, leaves, tree or sky?’ ‘No Master’ was again the response. ‘I can see nothing but the blackness of the bird’s eye.’ Dronacharya was delighted. ‘Shoot!’ He ordered Arjuna. Arjuna’s arrow left the bow and went straight into the bird’s eye.

To be as focused as Arjuna, it is important to understand how goals are set.

Goals are set on three levels:


	Level 1: Where do you see yourself 10 years from now?
..............................................................................................

..............................................................................................

(See the bigger picture first and work your way inwards. These are the large scale goals. The retirement party activity will help you find that purpose).



	Level 2: What are the small steps or goals that will help you reach that bigger goal?
For this step, you will need to break the bigger goals into smaller ones to make them achievable.

..............................................................................................

..............................................................................................



	Level 3: What do I do to achieve the goals that I have set?
The last level is to finally work towards achieving the goals by creating a solid action plan.

..............................................................................................

..............................................................................................





Therefore, we start with lifetime goals and work our way inwards to break these big goals down to smaller targets that can be achieved within three to five years. Finally, we create an action plan for a week, and then a day, to set priorities.

SET YOUR LIFETIME GOAL

If you know what you want in life, you have already taken the first step towards setting your personal goals. Setting a life goal will give you a holistic view of where you want to be. Zig Ziglar rightly says ‘You need a plan to build a house. To build a life, it is even more important to have a plan or goal.’

Let us see what our life goals consist of and how you can discover your personal life goals.

Action 1: Brainstorm to find your goals: Think about as many goals as possible in each of the six categories listed below and put them down. There could be any number of goals in each section. Write what comes to your mind and do not restrict yourself by space. This is the best way to find your direction and by the end of the activity, you will have achieved a clear focus of what you want in life.



	Type
	Goals



	Wellness
	 



	Financial
	 



	Learning
	 



	Relationships
	 



	Career
	 



	Recreation
	 




Action 2: Prioritise: In the table above, mark your options in the order of priority. You simply need to write 1, 2, 3... and so on right next to each goal in every category.


LEARNING ACTIVITY 2: PRIORITISE YOUR GOALS

Find the two most important goals in each category and start prioritising them. First think about which type is more important for you and then write the top two goals in that category. Let us say your top goal category is relationship, then write relationship in the type and decide which goal under the relationship section is the most important for you. Please note that these are your goals and the instructions are not carved in stone. If you have more than two goals in one category and none in another, it is perfectly fine. Also, if there is any other category of goals that is important to you, feel free to add it on.



	Priority          Goal          Type



	 



	 



	 



	 



	 



	 



	 



	 



	 



	 



	 



	 



	 






Action 3: Spell your goals out clearly: Write your top two goals in each type on a separate piece of paper. Gradually, you will need to convert them into SMART goals. For example, if you are an amateur singer and your goal is to become a professional singer, then create a goal statement that is SMART (Specific, Measurable, Achievable, Realistic and Time-bound).

Let us try to create a SMART statement for becoming a singer (career goal): Example, learn western classical notes by ..... / ....../....... (date/month/year).

You could have a goal that does not seem to be measurable, like becoming a good son or daughter or becoming a good parent (relationship goals). So ask yourself what you can do to become a good parent or a good child. Ask yourself how you would come to know if you have become a better parent or child.

Action 4: Analyse your goals: The final thing that you need to ensure is that your goals are in sync with each other. For example, if one of your goals is to buy a house and the other is to buy a car, both in two years when your resources are limited, you may need to postpone one goal for another. Sometimes, you may also need to cancel a goal in order to achieve a higher goal.

Action 5: Write them down: Robin Sharma rightly said ‘What gets written gets done’. So make sure that you write your goals down. If they are in front of you, you will be inspired to work towards them.

I went to deliver a motivational talk in a small town. There, I met a group of boys who were enthusiastic. One of them was preparing for the Indian Administrative Services but had failed a few times. He was desperate to get through and sought help. I told him the story of the pupil of the bird’s eye from the Mahabharata. That was the push he had required. I met him two years later and he thanked me and told me that he got through the IAS. I asked him how he did it. He said ‘Sir, I stuck my notes in the kitchen, in the bathroom, on the wall in my bedroom, on the table and everywhere else. All I could see was the pupil of the bird’s eye – and thank you for that.’

Monitor your goals, revise them, review them, alter them to suit your purpose and just dedicate yourself to fulfilling these goals.

The description of each type of goal is given in the table below. The table will help you grasp the meaning of each goal and will give you clarity of purpose. You may or may not have goals in each category, but you will find your direction here.

Read each of the descriptions carefully to understand the meaning of these goals.

TABLE 3.1 Types of goals explained



	Type
	Description



	Wellness
	Goals that relate to physical, mental, emotional and spiritual health. They may include activities like joining a self-help group to leave a bad habit; meditation and praying; attending workshops for behavioural training, etc.



	Financial
	Goals that relate to possessing material items like a house, a vehicle of your choice, a musical instrument or those that relate to saving money to plan for retirement, children’s education, or giving donations, etc.



	Learning
	Goals that relate to education, skill enhancement or learning new skills, like skiing as a hobby. Learning could be either formal, in the form of studies, or informal, in the form of workshops, spending time with your mentor, etc.



	Relationship
	Goals that relate to formal, informal, family, professional or social relationships in a person’s life. They may be activities like going to a networking event, meeting a long lost friend, spending time with family, parents, children, spouse or siblings, etc.



	Career
	Goals that relate to what you want to become in terms of your career, finding a vocation, seeking career counselling or indulging in job seeking activities. They may include activities like becoming a professor or a motivational speaker, learning some dance form, or may be becoming a professional singer.



	Recreation
	These are those goals that are related to how you spend your leisure hours – hobbies, crafts, recreation, sports, tour, cinema, involvement in community service, cultural activities, vacations, clubs, organisations, creative activities, games, etc.




FIVE GOLDEN GROUND RULES FOR GOAL SETTING

Goal setting is not just about finding the right direction; it is also about assessing how far you are from the finishing line. Buying a luxury car will count as success only if one of your goals is to buy a luxury car. If your goal is to buy a penthouse and you buy a luxury car instead, it is deviating from your goal.

You must set SMART goals if you wish to be successful.

Goal setting is not just making a wish–list. It is a process with the help of which you will be able to visualise and achieve what you want.

To help you set goals in the right direction, I have brought forth simple, yet powerful things to keep in mind when setting goals.

THE GOLDEN GUIDELINES

Here are my five golden guidelines that will guide you through the process of setting goals.


	The goals must be YOURS



My father always wanted me to become a doctor.

My sister is a successful entrepreneur.

I want to buy a car because my friend has one.

I want a beautiful wife, like my neighbour’s.

These are not your goals. They are influenced by the outside world. You may want to buy a car, but not just because Sharma Ji has one.


	Set goals that motivate you



It is important for you to set goals that keep you motivated. A goal will motivate you only if it is important for you.

Imagine two 21-storey buildings that are 50 metres apart. There is a five-inch plank acting as a bridge between the top floors of both buildings. If I give you ₹ 100, will you cross the bridge? Probably not. If I give you ₹ 50,00,000 you may be tempted, but it is your life at stake!

But think about the one person you love the most in the world. If I say, you have to cross the bridge to save your child or mother or someone “you cannot live without”, you Probably would not think twice. Goals, like in this example, have to be motivating enough to keep you going. Your goals must be of high priority in your life. If the priorities are not high, you will lack focus.

The only key to achieve your goals is motivation.

To find out whether a goal will motivate you or not, ask yourself why it is important to you. Pretend that you are convincing a loved one of a goal, how will you do that? Create a “motivational statement” around your goal and stick it where you can see it. Reading the motivational statement every time you feel restless will rejuvenate you.


	Write them down



It is important that we write our goals down. If we don’t, they will soon be forgotten.

A study conducted on Harvard’s MBA batch of 1979 revealed that 84per cent of the students did not set any goals, 13 per cent had clear goals in their mind but did not write them down, and only 3 per cent of the students had written goals. The same group was interviewed after ten years and the results corroborate what I am trying to say.

The group (13 per cent) who had not written their goals was earning twice as much as the 84 per cent without goals. But the 3 per cent with written goals were earning ten times more than the rest of the 97 per cent of students.

This is just the income side of the story. We cannot even begin to imagine what effect written goals would have created on their way of life.

Writing down a goal makes it concrete and existent. You cannot forget it if it stares you in the eye every day. Replace “I want to...” with “I will...” Create a mental image of you actually taking an action.


	Make a goal statement that is positive, confident and doable.

	Write your goal statement every day before you begin work.

	Write on an index card and keep it where you can see it all the time.



By doing this activity, you are ensuring a clear focus and vision in whatever you do. You will be inspired not to spend time on things that are not needed and will invest time in activities that bring you closer to your goal.


	Create a plan of action and share it



Once the goals are created, what do we do about them? Do we simply read them and the job is done, or is there more to it? Of course, there is more. We need to take steps in order to achieve the goal. A thing will not get realised just by thinking about it. People usually miss this step and wonder what happened to the goals. If you have a concrete plan in front of you, you can incorporate the individual steps and take them one at a time.

This action plan will help you schedule and prioritise your day, week and month and gradually you will realise how this process helps you save time.

It is also important to share your goals to make them visible.

Consider this: You told your best friend Shivani that you will lose twenty-five kilos over the next eight months. She meets you after eight months. The first thing she will notice about you is whether you have lost weight or not. She may also ask you how many kilos you actually managed to lose.

Sharing your goals means they are out on the table. Now if you have to save face, you will have to work towards accomplishing them.

Goals in that sense inculcate in you a sense of responsibility and ownership to work towards them.

In order to explain your goals to a friend, you will need to speak with utmost clarity. When you speak with clarity, you not only create a mental picture but verbally express it as well. The ones who you share your goals with become your evaluators and can help you measure your progress towards achieving them.

Share your goals with people who can encourage you, keep you stimulated and motivated in your journey and who are like-minded. You can work with these people on common goals.

It helps to share goals regarding various aspects, so create a plan and share it with those who can help – mentally and emotionally.


	Make a commitment card



On an index card, write a commitment statement and stick it were you can see it first thing in the morning. Remind yourself all the time that you are committed to achieving your goal. Stick to your action plan and review your progress occasionally.

These golden guidelines of setting goals will ensure dedication on your part and will help you stay on the right track.

CELEBRATING ACHIEVEMENT

It is important to celebrate achievement at every small step. Even if you did not succeed this time, your attitude should be to take a step back and think about changing your strategy in order to achieve your goal. It is very important not to get bogged down as “Rome was not built in a day”. Time and perseverance are the two determinants that help you fulfil your goals.

Make tougher goals if you achieved the previous ones easily. If you didn’t, make better plans.

The next chapter of this book talks about effective planning and the steps involved in this process.


KEY TAKEAWAYS…


	People who do not plan well have a lack of direction and lack of goal.

	Goals are set on three levels:

	Level 1: Long-term goals

	Level 2: Breaking down bigger goals into smaller ones

	Level 3: Action Plan





	If you know what you want in life, you have already taken the first step towards setting your personal goals.

	Goal setting is not just about finding the right direction; it is also about assessing how far you are from the finishing line.

	The Goals MUST Be YOURS!

	Set goals that motivate you

	Write them down

	Create a Plan of Action

	Make a Commitment Card





	It is important to celebrate achievement at every small step.






Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................
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FOUR

EFFECTIVE PLANNING MADE EASY


“Whatever good things we build end up building us.”

– Jim Rohn



INTRODUCTION

Before we begin, let me ask you a simple question:

What is planning?

Planning is the process of goal setting; developing the approach to achieve those goals; outlining activities; prioritising them; and creating a schedule that brings us closer to the goals that we set.

With this understanding, we can strive to focus on the goal and work effectively to achieve it.

Effective planning is one of the best methods to manage your time in order to use it to your advantage. As the saying goes, “if you fail to plan you plan to fail”, because spending time without proper planning will lead you nowhere.

Following a plan is just like following a map. You know where you have reached, how far you are from the destination and how long you will take to reach your goal. Your exact position helps you decide what actions will best suit your goal.

DO NOT SPEND TIME, INVEST IT

Planning is considered one of the most important tools in managing time. It is crucial and needs to be done at an early stage.

If we compare time with money, and every moment is money, then each second “spent” is each second “wasted” and each second “invested” in doing something that gets you closer to your goal, is each second “saved”.

Planning means a step-by-step sequential list of actions that will help you reach your goal with a great deal of time and energy conserved.

Crisis can be managed and contingencies can be handled with effective planning.

For any step that you have to carry on, you need to have a plan. Each planned step takes you closer to your goal. Planning will give you a direction to achieve your target in a simpler way. Effective planning not only saves time and money, but also helps to avoid effort from being wasted and to conserve resources.

BENEFITS OF PLANNING

Let us look at some of the crucial benefits of planning:


	Planning is chalking out what course of action you propose to undertake.

	Planning gives an approximation of the time required for completing any task.

	It gives a fairly good idea about the expenses involved in the task.

	It enables you to be prepared for emergencies.

	A well thought out plan gives you a clear idea about what is to be done every day, every week and every month.

	Unnecessary effort and duplication of tasks can be avoided with the help of proper planning. If there are multiple people involved in the plan, they can all understand their roles clearly.



Good planning ensures success. If you know where you are going, you are much more likely to get there. Others working with you will be much more effective and interested.

Before we get into the details of planning, what steps are involved in it and what the best planning techniques are, we must know where we stand in terms of planning. The test below is quite simple and will take you five minutes to complete. This score will determine the effort and time you need to invest in planning.


LEARNING ACTIVITY 1: HOW WELL DO YOU PLAN?

Directions: For each question, circle the number that best describes you.



	
	Never
	Seldom
	Sometimes
	Often
	Always



	How frequently do you plan so that you can remain on top of your game?
	1
	2
	3
	4
	5



	Do you plan on a daily basis?
	1
	2
	3
	4
	5



	Are you plans flexible?
	1
	2
	3
	4
	5



	How frequently do you complete everything that you had planned to in a given day?
	1
	2
	3
	4
	5



	Do you plan for things that matter to you the most?
	1
	2
	3
	4
	5



	How many times do interruptions and urgent activities hinder your plans?
	5
	4
	3
	2
	1






SCORING: Add the numbers next to your answers.

INTERPRETATION:

6–10: You need to learn a great deal about effective planning. Start with the basics.

11–15: You know the basics but still need to learn the techniques in order to plan effectively.

16–20: You can plan your day and are average at it.

21–25: Above-average planner.

26–30: Excellent planner or candidate for burnout?

STEPS IN PLANNING

There are six simple steps in planning. If your follow them in order, your chances of making errors would come down to a great extent. You will notice that once you create a plan, there will be a lot of clarity in your everyday life.

Let us see what these steps are and how we can improve our lives by climbing each step.
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FIGURE 4.1 Six steps of planning – Climbing the success ladder

For example, if I want to write an article, invest time in networking, search for a school for my children, pay the electricity bill and so on, all without a proper plan, I will feel so lost that I would not know what to do!

These steps will come in handy in planning your day to day activities. There are so many things you need to do in a day, that you will feel lost without a plan. Which ones should you do first, which ones can you skip, which of them can be done at a later date?

See for yourself the clarity you can achieve just by chalking out a simple plan.

STEP 1: DEFINING THE TASK

This is the first stage in planning. Here, you need to identify the tasks that you must complete in a particular day.

Gather the need-to-know information:


	All the facts and figures: where, when, how, what and who

	The goals or objectives: what we are trying to accomplish



When you have answers to the questions above, it will mark the completion of this stage. Put only those tasks on the planning template given at the end of this chapter that need to be done today.

STEP 2: IDENTIFYING THE RESOURCES

When we consider the resources needed and available, we need to ask ourselves:


	What resources do we need to accomplish the task?

	What do we already have?

	Where do we get what we do not have?

	Are there any resources that require special attention, advance planning, or significant expense? Are there alternatives?



Once your resources are identified, you need to see how best to utilise them.

STEP 3: CONSIDER ALTERNATIVES

This step relates to alternate methods and procedures that can be used to achieve the desired objectives. These might include:


	What kind of aids can be used?

	Which technique will be best for getting the message across?

	This also relates to emergencies or unexpected developments. It is always fruitful to have a backup plan (Plan B).

	Are we prepared for equipment failure?

	Do we have backup staff members in case a member of the team suddenly becomes ill?

	Do we have provision for time constraints?

	How should we arrange the resources?



Plan B is extremely important because in its absence, a failure is usually taken as a setback. To interpret failure as a stepping stone to success, it is important to plan for contingencies as well.

Make space for emergencies and always keep a buffer for unexpected events like visitors when you sit down to write an article.

STEP 4: CREATE THE PLAN

We can all create wonderful plans on paper. But at the end of the day, we are human.

My friend had a meeting with his son’s class teacher. His planner had “15 minutes” written next to this meeting. The teacher had so much to share about the kid that the meeting went on for an additional hour. As a result, all the activities that he had planned for the next hour got postponed and he missed an important meeting.

Creating a workable plan can be a challenge.


	It should be written with precision and focus.

	We need to leave blank spaces for buffer.

	A written plan tells everyone concerned what is expected, and when.

	It provides a permanent record of the details of the plan.

	It can serve as a checklist for what is done and what needs to be done.



Keeping a plan in writing and letting everyone concerned know what it is saves quite a lot of time.

Write it to make it right!

STEP 5: WORK THE PLAN

Flexibility is the key to this step. A plan is only successful if it relieves stress rather than create it. My friend created stress by formulating a plan that was not workable. Even if you have created buffer and a Plan B, you still need to keep an open mind.


	Be sure you are ready.

	Review the previous steps.

	Do it!

	Keep up with the written plan, but be flexible and make adjustments if required.



If you do your homework before the execution, then sticking to the plan is literally a cakewalk.

STEP 6: EVALUATE

Like every action, planning is incomplete without proper feedback. There needs to be an assessment of the situation.

What should we evaluate about the plan?


	Have I achieved what I decided to do?

	Will I follow the plan all over again?

	If not, what changes would I make?



The last step then is to document the changes to the plan so that the revised plan can be implemented successfully in the future.

Make changes in the way you plan, according to the results you obtained.

For example, if you kept more time for buffer and that affected your productivity, then your next plan should have lesser time for buffer.

PLANNING TEMPLATE



	Time slot
	Task
	Plan B and/or buffer



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 




Take a printout of this planning template and use it as your tool to plan your day, every day. Make sure that it is not there as a soft copy in your computer, but on paper, right in front of you.

Thus, this chapter was all about effective planning and using the planning template.


KEY TAKEAWAYS…


	Planning is preparing a sequence of action steps to achieve some specific goal.

	Each planned step takes you closer to your goal.

	Good planning ensures success.

	There are six simple steps in planning:



Step1: Define the task

Step 2: Identify resources

Step 3: Consider alternatives

Step 4: Create the plan

Step 5: Work the Plan

Step 6: Evaluate


	Planning is all about creating efficiency by doing things right. The next chapter focuses on analysing whether we are doing the right things or not.






Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................
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FIVE

ANALYSE YOUR TIME

INTRODUCTION

Before we begin, reflect upon the following questions for a moment:


	Do you want to find more time in a day?



How much time do you “spend” on activities every day that does not contribute to your success at all? This chapter will enable you to analyse time and find extra time in the day.

An “Activity Diary” will surprise you with the true picture of where you spend your time and where you invest it. When you know how to utilise your time well, you start thinking big. This automatically results in efficiency and effectiveness.

Kamal learnt about the “Activity Diary” in one of my training sessions and started using it to analyse time. He made it for one week and was shocked by the results. He was working productively only for three hours in his 9 to 5 job! No wonder he was not getting promoted and was not showing results.

The Activity Diary was an eye-opener for Kamal. He gradually started eliminating all the useless activities at work and at home. He not only got noticed by his superiors but found more time for his family as well. Now there is less stress in his life and you can feel the happiness around him.

This is the power of seeing your schedule right in front of you in written form.

WHAT IS AN ACTIVITY DIARY?

An Activity Diary is a documented record of how you use time in your day.

Keep an Activity Diary for one week and you can create an exact picture of what activities you perform every day that help you get closer to your goals and which are the ones that waste your time. You cannot create a mental picture of your day or week with the help of your memory alone. But logging every task on paper will help build an accurate picture. It is said that a poor pencil is better than a rich memory.

We must use our most productive time of the day completing the most important tasks.

For example, if you are high on energy at 10 am and you want to create a presentation for your board meeting, you must do it at 10! You can finish odd jobs like data entry or creating your weekly report in the evening or afternoon when you are not that high on energy.

Activity diaries also help us get a clear picture of when and where we waste our time.

For instance, instead of the regular 45 minute lunch break, you could be taking an hour-long break.

When you add up all the time being wasted during the day, you will be able to save a lot of your precious time.

The objective of the Activity Diary is not to help you plan your day. It needs to be filled after you complete a task, not before you do it.

HOW TO MAINTAIN AN ACTIVITY DIARY

At the end of this chapter, I have given you the Activity Diary template. Make a note of everything that you do during the day. This would mean going to the washroom, having lunch or talking over the phone.

You will find the following heads on the template:


	Time: This will include the start time of the activity and the end time. For instance, you were on the phone with a friend from 11:00 am to 11:45 am, so the time column will say “11:00 am-11:45 am”.

	Task description: This provides the explanation of the task. If we take the same example of talking to the friend, the description will say, “gossiped with the friend about someone.”

	State of mind: This section is meant to explain how you feel during that time of the day when you were doing the activity. Continuing with the example, “highly energetic and productive” is my state of mind from 11 am to 11.45 am when I was talking to this friend.

	Duration: Needless to say, the duration has to be recorded in minutes that you spent on the task. In this case, it would be 45 minutes.

	Significance of the task: There are four parameters here; high, medium, low or none. I am assuming that gossiping is not “high” on significance; I would give a “none” to it.



Every time you do something, make a note of it in the Activity Diary. I very strongly suggest that you make a hard copy of it rather than noting it down on the computer.

Highlight with a marker the time when you are more productive and upbeat. Also reflect upon the significance of tasks performed during that time. How well do the two columns correspond with each other?

Also highlight the “none” in the significance column and count the number of such activities. This will give you the true picture of where you are completely wasting your time.

LEARNING FROM YOUR ACTIVITY LOG

After logging every activity per day for a week, analyse it in detail. See how many of your activities do not contribute to meeting your objectives at all. Screen the most productive times of the day as well as the least productive times along with the significance of your activities.

The Activity Diary will help you improve output.


	If you are doing others’ jobs, delegate them to the people who should actually be doing them. For example, if someone asked you to help them draft an email, and instead of giving help, you end up writing that mail for them, then that activity is taking you away from your goal. Such activities must be eliminated from your schedule.

	The most important activities must be done at the most productive times of the day. These tasks could be challenging and may require introspection. This will ensure that the quality of your work is superior and it will take lesser time as well.

	In an attempt to multi-task, we waste a lot of time. Switching tasks takes time and then more time is wasted on coming back to the original task. For example, if you opened your inbox to hunt for a mail and then got a new mail that seems important, you forget why you opened the inbox and start checking new mails. These type of activities must be identified and a huge amount of time can be saved here.

	There are a lot of personal activities that we indulge in during our working hours. For example, making coffee for team members. It would be a good idea if you could take turns while doing this, as it will result in a lot of time saved.




LEARNING ACTIVITY 1: TIME ANALYSER

Use your Activity Diary as a basis to draw conclusions and record your responses to the following questions:


	Which was the most productive part of your day and which part of the day was the least productive? Why?
..............................................................................................

..............................................................................................



	List down certain things that you consider are the source of your non-productivity.
..............................................................................................

..............................................................................................



	What percentage of working hours is productive for you? What you can do to improve performance in your non-productive hours?
..............................................................................................

..............................................................................................



	What actions you can take in order to enhance your efficiency?
..............................................................................................

..............................................................................................







Thus create an Activity Diary to know the loopholes in your system of managing time.

The next chapter talks about prioritising as a tool to order your goals and achieve them more efficiently and effectively.

ACTIVITY DIARY

Date:____________________ Day:____________________



	Time
	Task description
	State of mind
	Duration of the task
	Significance



	 
	 
	 
	 
	 



	 
	 
	 
	 
	 



	 
	 
	 
	 
	 



	 
	 
	 
	 
	 



	 
	 
	 
	 
	 



	 
	 
	 
	 
	 





KEY TAKEAWAYS…


	An Activity Diary will surprise you with the true picture of where you “spend” your time and where you “invest” it.

	An Activity Diary is a documented record of how you use time in your day.

	Keep the diary for one week and you can create an exact picture of what activities you do every day that help you get closer to your goals and what are the activities that waste your time.

	Every time you do something, make a note of it in the activity diary.

	Screen the most productive times of the day and the least productive times, along with the significance of the activities.






Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................
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SIX

PRIORITISE YOUR GOALS


The key is not to prioritize what’s on your schedule, but to schedule your priorities.

– Stephen R. Covey



INTRODUCTION

In the third chapter of this book you learnt about setting goals. Now my question to you is: Have you ever found yourself in a situation where you were puzzled about which goals you should first focus upon? Thus, your goals are your priorities and which goal you should focus upon first is the art of prioritising. Also in chapter three we did a learning activity – “Prioritise your goals”.

Now, let us discuss in detail the nuances of prioritisation and how it can be for our advantage in effective planning and time management.

UNDERSTANDING THE CONCEPT OF PRIORITISATION

Prior to getting into the insights of prioritisation, let me tell you a small story.

Mihir is a very busy manager and does not find time for his family. Taking care of his family is the most important goal in his life, but he is unable to fulfil it because he is caught up by various other activities that are taking him away from this goal. Somewhere in his life, he has lost this priority.

To be able to prioritise our goals well, let us first understand the meaning of this concept.

Prioritisation means putting things in order of importance. More attention, energy and time should be given to the task which holds higher value than others.

It is an essential skill, which is used when time is limited and demands are limitless. Learning the art of prioritisation will help you significantly in managing time intelligently, keeping yourself and your team free from less important tasks that can postponed to a later date. It helps to control chaos and reduce stress.

Prioritisation is deciding between activities/tasks that should be done and that are not to be done. For effective prioritisation, it is vital to differentiate things as urgent and important.

WHY PRIORITISE?

There is a very interesting principle called Pareto’s Principle.

Pareto’s principle directs you to focus on only 20 per cent of work that will bring you 80 per cent of results. Similarly, at the time of accomplishing goals, you must focus on those 20 per cent of the goals that are most essential for you, as that will bring maximum results in the long run.

LET US TAKE AN EXAMPLE FOR BETTER UNDERSTANDING OF THIS 80:20 PRINCIPLE

For instance, 20 per cent of your employees generate 80 per cent of the revenue. In this case, you should try to focus your time on managing those 20 per cent employees. This will keep them happy, satisfied and motivated to continue to work towards achieving the 80 per cent of the goal and strive towards improving their performance.

Suppose 20 per cent of your clients give you 80 per cent of business; then you must try to pay attention and focus on those 20 per cent, as they are the most crucial.

Thus, this principle helps you identify your “most essential goals” and increases your efficiency, as it guides you to use your time in accomplishing what is important. Just like the Sun gives light to all, this principle is applicable to everyone, everywhere.

4D formula for effective prioritisation (Adopted from the concept by Stephen Covey)

Urgent-Important: DO

Urgent-Not Important – DECIDE WHEN

Not Urgent-Important – DELEGATE

Not Urgent-Not Important: DUMP

There are two parameters on which we can prioritise our day to day activities – “urgent” and “important”.
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FIGURE 6.1 4Ds of Effective Prioritisation


	Urgent activities: These are tasks that are critical and demand immediate attention.

	Important activities: These tasks that are significant and must be done.



Now there are four dimensions (I will call them D1, D2, D3 and D4) of these two parameters. These dimensions help us to identify those 20 per cent activities that we need to focus on, so as to accomplish our goals.


	D1: Urgent and important– These are critical and significant activities like dealing with a house on fire, taking an accident victim to hospital, etc.

	D2: Not urgent but important– These are our priorities and goals. These tasks do not require fire-fighting, but definitely require attention more than any other dimension. These activities get us success and they take us closer to our goals. This dimension contains all the 20 per cent of the tasks that we need to focus on.

	D3: Urgent but not important– These activities are critical but they are not important for you. For example, if a friend has a deadline for creating a presentation that begins in an hour, it is D1 for him but not for you.

	D4: Not urgent and not important– These activities are usually time-wasters and must be eliminated from our schedule completely, if we want to be productive. I have discussed them in detail in chapter eight and have also shared ways to eliminate them.



Since there are four dimensions, I wanted to offer prioritising solutions that are easy for us to remember. So I came up with the 4D Formula to maximise productivity.

D1 -------------------> Do

D2 -------------------> Decide

D3 -------------------> Delegate

D4 -------------------> Dump

Do the tasks in D1

Decide when to do the tasks in D2

Delegate the tasks in D3

Dump the tasks in D4


“Choosing goals that are important to you is one of the most essential things you can do in order to live your dreams.”

– Les Brown



Most of us get stuck on the first dimension (D1) and are therefore always fire-fighting. This results in a lot of stress. Then, we have friends who are fire fighting and like Good Samaritans, we start helping them fight their battles as well. So the rest of the time goes away in D3. So much frustration builds up and there is so much stress, that we find respite in wasting time in D4.

So what happened to D2, where 80% of our capacity lies?

D2 gets completely ignored because of the non-urgency. You may ask ‘What do we do then?’

Follow the 4 Ds– Do, Decide, Delegate and Dump. It is actually as easy as it sounds – when you know how to do it.

But before that, you must understand why you should do it.

My 4Ds are going to help you:


	Feel refreshed and energised instead of tired and stressed.

	Feel confident and happy about yourself instead of indulging in self-pity.

	Find trust in yourself instead of doubt.

	Find focus instead of being overwhelmed.

	Feel liberated instead of getting stuck.



HOW TO PRACTICE THE 4DS

Imagine that there are different sizes of rocks, pebbles, sand and water that you need to fill in a glass jar. If you fill the jar with water first, you will not be able to put anything else in it. If you try, the water will spill out. If you were to fill it with sand and then try the rest of the things, they won’t fit. The only way to fill the jar with everything is by putting the big rocks first and then put everything else in decreasing order of size and finally top it up with water.

That’s what we have to learn – how to put in our big rocks first. Big rocks are the tasks in D2.

DO

Do not wait on these activities. They are urgent and important. They must be done; the sooner, the better. However, what you can do to minimise tasks in D1 is take care of some of them when they are still only important. For example, my goal is a comfortable lifestyle. Now one of the things I need for that is electricity. So I must pay my electricity bill on the day it comes and not wait for the deadline. The moment the deadline stares you in the face, it creates stress.

DECIDE

Keep your maximum time reserved for D2. Focus all your energy and plan in the planning template for the most important goals. Gauge your activities according to the degree to which they align with your goals. Keep your most productive time slots for activities in this dimension. Make decisions and find solutions. Think, contemplate and take action. Spend most of your time on D2.

DELEGATE

As already discussed, D3 is somebody else’s D1. It is not your urgent activity and therefore these tasks are not important. Of course, it is good to help people. But do that only when you are stress free. Do not add the burden of these activities in your planner.

DUMP

When you have minimised tasks in D1 and delegated tasks in D3, you will notice that most of your stress automatically gets reduced. When there is minimum stress, you do not feel the need for an escape and then eliminating time wasters will come easily to you.

Use the worksheet at the end of this chapter to find out your D1, D2, D3 and D4 activities.

Remember, I want you to:


	Feel refreshed and energised

	Feel confident

	Find trust in yourself

	Find focus

	Feel liberated



Take a step back and introspect which dimension is taking up most of your time. The aim should be to focus all your energies on D2 and eliminating all or most of the tasks in D3 and D4.

DIMENSIONS WORKSHEET
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FIGUR 6.2 Revisiting the learning activity: Prioritise your goals

You created this list in chapter three. Now after understanding the four dimensions, I would request you to revisit these goals and see if you want to change priorities within this list.



	Priority
	Goal
	Type



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 



	 
	 
	 




This chapter was meant to make you aware of the importance of the 20 per cent tasks that will yield 80 per cent of the benefits. We also discussed ways to identify and work towards accomplishing these tasks.

The next chapter identifies more tools for effective prioritisation.


KEY TAKEAWAYS…


	Your goals are your priorities.

	Prioritisation means putting things in order of importance.

	Prioritisation is about making a choice between what to do and what not to do.

	Pareto’s Principle directs you to focus on only 20 percent of work that will bring you 80 per cent of results.

	There are two parameters on which we can prioritise our day-to-day activities: Urgent and important:
D1: Urgent and important

D: Not urgent but important

D3: Urgent but not important

D4: Not urgent and not important



	Do the tasks in D1

	Decide when to do the tasks in D2

	Delegate the tasks in D3

	Dump the tasks in D4

	The aim should be to focus all your energies on D2 and eliminate all or most of the tasks in D3 and D4.






Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................




[image: ]

SEVEN

TIME MANAGEMENT IS PRIORITY MANAGEMENT

INTRODUCTION

Having understood the meaning of prioritisation, we will now focus on the tools that we can use to gain clarity on what our important goals are and how we can prioritise them.

There are many prioritisation tools available these days. They work equally well for efficiency and effectiveness, i.e. you can either use them to schedule your priorities or to prioritise your schedule.

The two prioritisation tools we will discuss today are:


	Paired Comparison Analysis and

	Grid Analysis



USING THE PRIORITISATION TOOLS

The two tools that you will learn are very easy to use and will help you gain clarity on your goals as well.

Paired Comparison Analysis is the comparison of two criteria or benefits with each other. It is like a knock-out tournament, where one opponent wins against the other.

Grid Analysis is a more comprehensive and elaborate way of prioritising goals and tasks.

Let us see how these tools work and how we can apply them to schedule our priorities.

PAIRED COMPARISON ANALYSIS

This technique was a result of early psychometric tests used by a number of psychologists (Fecher 1860, Museller 1986).

How it works:

Paired comparison is like the IPL cricket tournament, where every team plays with the other teams. We compare one choice with all the others before we reach a decision.


	List the options. Allocate a letter to each. Such as:
A – Completing monthly targets

B – Editing the annual budget report

C – Making the presentation for the 11:00 am meeting tomorrow

D – Preparing the daily to-do list



	Under the row and column heads, write the options you have identified. Now shade the cells where the options are marked against themselves (as done in the example).

	Establish criteria and process rules.



Determine the factors that will decide which option is more important than the other. The factors could be the urgency, importance, outcome, etc.



	Option
	A
	B
	C
	D



	A:
	 
	A-3
	C-1
	D-2



	B:
	 
	 
	B-2
	D-1



	C:
	 
	 
	 
	D-3



	D:
	 
	 
	 
	 





	Every option in a row has to be then compared with every option in the corresponding column. Depending upon the factors you choose to evaluate the options, rate the options on a scale of one to three. For example, in the figure given above, we compare option A in the first row with option B in the second row.



Now write the name of the option that has a better ranking in the corresponding cell. Like “A-3” in the sample above.


	Now write the preferred options with their ratings below. Add these totals up.



A=3, B=2, C=1, D=6

Therefore, we have derived that “D” is the preferred choice.



	Option
	A
	B
	C
	D



	A:
	 
	 
	 
	 



	B:
	 
	 
	 
	 



	C:
	 
	 
	 
	 



	D:
	 
	 
	 
	 




ACTIVITY: PAIRED COMPARISONS

Take the top four options that you think will serve your purpose best and do paired comparisons to find out the most important one.

Options



	A



	B



	C



	D




Total scores



	A=



	B=



	C=



	D=




Priorities after paired comparisons



	 



	 



	 



	 




Having understood the Paired Comparison Analysis, let us understand another important tool of effective time management.

GRID ANALYSIS

This technique is also known as Pugh Matrix Analysis, as it was invented by Stuart Pugh.

How it works:


	Recognize your decisive factors.
Many factors seem important but decide upon a specific number of criteria that will help you make the decision. For example, you have to relocate to a new city. The criteria you would consider to find a location may be the cost of the house, locality, distance from your work place, availability of parking space.

It is a good idea to choose five to ten criteria in order to make a conclusive decision.



	Decide upon the rating scale
Define the scale against which you will rate the options. The scales are usually three-point, four-point or five-point. I usually select a scale of one-to-three; where one indicates low, two indicates medium and three indicates high.



	Identify weightage for the criteria
This step is optional, but I suggest you use it. Weightage is given to criteria in terms of importance over the others. The least important criterion gets a one on weight and the most important gets a five or more depending upon the weighting scale you have chosen.



	Allocate a letter to each of the options
For example: You have to relocate to a new city. The options available are:

A – to rent a house

B – to buy a house

C – to shift to a paying guest accommodation

D – to live at a cousin’s house







	 
	1=Poor, 2=OK, 3=Good



	Criteria Options
	Cost of the house
	Privacy
	Distance from work place
	Parking space
	TOTAL



	Weight
	4
	5
	3
	2
	 



	A
	2*4=8
	3*5=15
	1*3=3
	2*2=4
	30



	B
	1*4=4
	3*5=15
	2*3=6
	3*2=6
	31



	C
	3*4=12
	1*5=5
	3*3=9
	1*2=2
	28



	D
	3*4=12
	1*5=5
	2*3=6
	3*2=6
	29





	Draw a grid.
The options are placed in the rows and the criteria are placed in the columns. If you have chosen weightage then write weights in the first row. The scale that you have chosen for your options must be placed on top of your table so you can see it clearly.



	Scoring and reaching a conclusion.

	The first thing you need to do is to rate the options for each of your selected criteria. The rating has to be written in the left corner of each cell. Take for instance that the rating you gave to option A is two (OK) on the criterion of cost. This means that the cost is neither too high nor too low.

	The next step is to multiply the rating you wrote for the option with the weightage you gave to the criterion. Write the total you get from this equation in the same cell. Referring to the same example, on the criterion of cost, the weight is four. So you multiply the rating with the weight, i.e. 2*4=8.



If we had not included weightage in this option, “A” would have been the top choice. The priority clearly tilted towards “B” when scores were multiplied by weightage.

In the above example, privacy is the most important criterion for you and therefore, its weight is maximum. The least important criterion is parking space.

Now try using this tool for the activity before you use it to prioritise your goals.

Activity: Grid Analysis

Set priorities of a given day at work, using the grid given above.

Criteria:



	 



	 



	 



	 




Options



	A



	B



	C



	D






	 
	1=Poor, 2=OK, 3=Good



	Criteria Options
	 
	 
	 
	 
	TOTAL



	Weight
	 
	 
	 
	 
	 



	A
	 
	 
	 
	 
	 



	B
	 
	 
	 
	 
	 



	C
	 
	 
	 
	 
	 



	D
	 
	 
	 
	 
	 




Priorities after Grid Analysis



	 



	 



	 



	 




CHOOSING THE PRIORITISATION TOOLS



	Tool for priority
	When should you use the tool
	Drawbacks



	Paired Comparisons
	If there is only one criterion for making the decision, paired comparison works well.

When there is lesser time to make the decision and the decision needs to be made quickly.

It is used when the list of priorities is not too large.
	Since there is no evidence, the process becomes subjective

It neglects the importance of gut reaction.



	Grid Analysis
	Grid Analysis is used when you need to make decisions on the basis of evidence.

Used when you have many different criteria for judgement.

Can be used to defend your decision with the help of evidence.
	It is time consuming.

Might get confusing if not understood properly




Hence, these two tools are quite helpful when used regularly. The choice is yours. This chapter was meant to equip you with these tools so that you can schedule your priorities effectively. Once your priorities are scheduled, share them with significant people in your life so that realising them becomes easy.

The next chapter deals with how we can break the barriers to time management and how overcoming these barriers will lead to increased productivity.


KEY TAKEAWAYS…


	Paired Comparison Analysis is the comparison of two criteria or benefits with each other.

	Comparisons work well when there is one criterion (for example, overall ‘importance’).

	Grid Analysis is a more comprehensive and elaborate way of prioritising goals and tasks.

	Grid Analysis works well when you must or might have to defend your programme decisions with ample evidence.

	Once your priorities are scheduled, share them with significant people in your life so that realising them becomes easy.






Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................
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EIGHT

BREAKING THE BARRIERS TO PRODUCTIVITY

INTRODUCTION

Like thieves in real life, there are thieves that steal our time. The only difference is that these thieves are within us. If we want, we can arrest them and lock them up.

The choice is ours.

What do you want to do with these little thieves inside you?

People often tell me that no matter how hard they try, they cannot catch these stealers; and even if they manage to catch them, they cannot throw them in the prison; and even if they throw them in prison, these robbers come out on probation to trouble them again!

So what do we do about them?

Every individual has a different time stealer and every time stealer has to be dealt with differently.

Let us start by understanding who these stealers are and how we can get rid of them in order to have better control of our time.

Bu let us first read about Amrita, a recently promoted Assistant Manager and her lack of time. Then I will ask you to reflect on Amrita’s case and together we will see how we can create more time from what we have already, without spending extra hours at home or staying back late at office.

Five months ago, Amrita was looking forward to becoming an Assistant Manager. After three years in the department, she was brimming with confidence and had complete faith in her staff’s competencies.

Now, the pressure of work is catching up and she isn’t confident anymore. Her work does not seem to end! She assigns tasks, reviews the outcome; visitors keep flocking in to see her and her phone does not stop ringing. In the midst of all this, she wastes her time looking for a lost pen, a missing paper, the binder because her desk is cluttered all the time. She does all her administrative work like responding to mails, performance appraisals and preparing budget in the evenings. She wants to steal a few moments in the evenings to unwind but then she is drawn by social media.

She is frustrated and is about to put in her papers. In sheer desperation, she calls her friend Sumita for lunch and shares her helplessness. Sumita realises that the problem is lack of time management. She suggests that Amrita take a step back and review her use of time. To nudge her on, Sumita asks the following questions:


	If you have full faith in your staff, why would you spend so much time in assigning tasks and reviewing the outcome?

	Are all visitors that come to meet you important? If not, then can some of them be screened out?

	Can you avoid taking personal calls in office as much as possible and ask your secretary to answer calls and transfer only the important ones to you?

	Could you delegate some of your urgent but not-so-important work to someone else?



Amrita begins thinking on a whole new level after reflecting on these questions. She returns to her office with a commitment to herself to break these barriers in her path to success.


LEARNING ACTIVITY 1: THINK AND WRITE


	Is Amrita making effective use of the opportunity to delegate? If not, how can she delegate effectively?
..............................................................................................

..............................................................................................

..............................................................................................



	How can she save time by screening visitors?
..............................................................................................

..............................................................................................

..............................................................................................



	How can she avoid wasting her ‘free’ time?
..............................................................................................

..............................................................................................

..............................................................................................



	How can de-cluttering her work space help her save time?
..............................................................................................

..............................................................................................

..............................................................................................







TIME STEALERS

We do everything for a reason. Then what are the things we call time stealers? I mean, what is the difference between a web designer using a social networking site to promote his business and a college student surfing the same site on his mobile while sitting in an important lecture?

The former is not wasting time because it is part of his job, but the latter is, because the action is taking him away from his goal, which is education.

Any activity that takes your focus away from any of your important goals is a time waster/time stealer/time robber.

Look at your activity log for a particular weekday and write down your time wasters below.

..............................................................................................

..............................................................................................

..............................................................................................

..............................................................................................

..............................................................................................

I have identified certain time wasters that affect people all over the world. They sometimes throw in temptation that cannot be resisted and sometimes we see them as necessary evils. While we often feel that they cannot be avoided, the good news is that they can be avoided to a great extent. Every time waster comes with a partner, the time saver.

Many times we feel that they cannot be avoided. But let me share the good news with you– they can be avoided to a great extent! Every time waster comes with a partner called the time



	Time Wasters
	Time Savers



	Disorganisation and clutter
	Organisation and clutter-free environment



	Unnecessary phone calls
	Screening and receiving only important calls



	Saying “Yes” even when we want to say “No”
	Learning how to say “No” when we do not want to say “Yes”



	Procrastination
	Proactive behaviour



	Work overload
	Proper delegation



	Drop in visitors
	Screening visitors



	Internet
	Limiting the use of internet



	Multitasking
	Focusing on one thing at a time



	Unnecessary meetings
	Holding virtual meetings



	Mobile phone overuse
	Restricted use of mobile phones




It all boils down to the choices that you make and the actions you take to avoid wasting time.

Let us see what we can do about some of the significant activities that literally lead to a lot of time wasting.


	Time waster # Disorganisation or clutter



Kavita’s workstation is completely cluttered with papers, pens, coffee mug, and her cell phone. She cannot find her phone that is ringing non-stop. She is flustered and wants to literally bang her head against a wall.

List the things that you will do to de-clutter your space:

..............................................................................................

..............................................................................................

..............................................................................................

Did you know…?

Self storage association: The Obsessive Compulsive Foundation found in a study that about a million Americans have a compulsive disorder where they do not throw anything away for the fear of needing it again at some point.

Let us see some of the ways to de-clutter and organise our lives:


	De-clutter your mind first. Meditate or exercise so that you gain clarity of thought. When thoughts are clear, it will be easier to clear the environment.

	Organise your desk at the end of each day. Doing this will ensure that you see a clean and sorted desk every morning when you come for work.

	Make place for everything important. If a place is fixed for a certain thing, it takes only a few seconds to keep it there. It saves a lot of time searching for that thing later.

	If something needs to be filed or put away, do it right now, otherwise it will sit at your desk, creating clutter.

	Give away things that you do not need. The best way to check that is to sort out things according to when you used them last. Give away things that you have not used for the past two years.

	De-cluttering your inbox is as important as de-cluttering your space. If you have not deleted all the spam in your inbox and the unnecessary forwards, you might take ages to find that important mail that you are looking for right now!

	Time Waster # Unnecessary phone calls



Sukanya recently got married. She gets calls from her husband, mother-in-law and other relatives the entire day. Apart from these, she gets official calls also, but people drift to her, asking her about the wedding.

What should Sukanya do to save time in this situation?

..............................................................................................

..............................................................................................

..............................................................................................

Phone calls can be very distracting and can keep you from working towards your goals. Let us see what we can do to save time by avoiding unnecessary phone calls.


	Screen calls for their importance. If a call is important, take it but if it can wait then it should wait.

	Cut your conversations short by politely informing the caller of the time crunch. Most people work these days and will understand that you are busy.

	Keep some time aside to make personal calls and some time to make professional calls. This way you will ensure that you are not wasting your important time juggling between phone calls.

	Be in control of the conversation. If you are controlling the conversation, you can politely cut it short as well.




	Time Waster # Inability to say “No”



Nakul is a very polite person and cannot say no. Everyone, including his subordinates, dumps work on him and he cannot refuse them. Some order him and some say please, some weep and some manipulate but he does everyone’s work – except his own!

What can Nakul do to get out of this situation?

Being assertive is important for everyone. Putting your point across, being able to defend your ideas, creating win-win opportunities – everything becomes easy by learning just this behavioural skill. Here are four ways that will help you to say “no” when you should not say “yes”.


	Always back your negative response with a reason. It is easier for the other person to accept your “no” if they know the valid reason behind it.

	There is a difference between being direct and being rude. You do not want to create bad blood just because you are saying “no”. So say it politely and diplomatically.

	Always suggest an alternative to the “no”. This is also known as the service no, where you are giving an option to the other person of what can be done.

	Do not delay in responding to the request. Silence is mostly perceived as a yes!



TIME WASTER # PROCRASTINATION

Rahul is a new recruit, who has joined an IT company at a team leader level. He is fresh out of college and the responsibilities that he felt he was ready for seem daunting now. As a result, he has started shirking work and feels that all of this is too much for him.

What can Rahul do to sort this issue?

..............................................................................................

..............................................................................................

..............................................................................................

Procrastination is putting things off for tomorrow that were supposed to be done yesterday.

People who procrastinate often get the following thoughts:


	It is not my job, why should I do it?

	People will only criticise me again, so what’s the point?

	How can I complete this task without any resources?

	I feel very tired, I will complete it tomorrow.

	I cannot finish it immediately because I am a perfectionist.



Thoughts like these encourage procrastination and lead to a lot of time wasting. These thoughts do not appear overnight. There are causes behind such thoughts. Let us see what these causes are:


	The goals are not clear. When you do not know what to do and why to do, then how to do will automatically get delayed.

	The task seems so difficult that you develop a fear of failure. That fear prevents you from completing the task.

	Inappropriate deadlines also lead to procrastination. If the deadline is too close and the task is difficult, you might freeze with fear... and if the deadline is too far away, you might get a bit too relaxed.

	Lack of expectation management leads to unclear benchmarks for the expected outcomes.

	Disorganisation also leads to procrastination. If you cannot find an important paper, you will start looking for it. By the time you find it, you will be so exhausted that you will not feel like completing the original task at hand.



Dealing with procrastination is easy. It simply requires motivation from your end. You need to take a step back to gain control of the situation. Following actions can help you deal with procrastination and avoid wasting any more time:


	Break a large daunting task into smaller doable tasks so that the original task in its entirety stops bothering you.

	Motivate yourself by thinking and writing about the benefits of completing the task.

	The fear of negative consequences sometimes acts as a huge motivation to complete the task.

	Like I said previously, celebrate achievement and reward yourself for seeing the task through.

	Remind yourself again and again that the task needs to be completed. Set alarms and reminders; ask your loved ones to help you. Do whatever you can to keep your focus on the task at hand.



TIME WASTER # WORK OVERLOAD

Sumit was a hard and SMART worker. He used to complete all his work in time and even managed to create an extra hour or two just by being efficient. His boss appreciated this and constantly challenged his limits by giving him extra work. He used to like doing the extra work earlier but now feels burdened by it.

How can Sumit reduce his work overload and take back his life?

..............................................................................................

..............................................................................................

..............................................................................................

You know you are overloaded with work when:


	There is always a rush to finish a task so that you can start another.

	You want to say no to something but cannot say it, things start piling up on your desk.



The good news is that this workload can be reduced to a great extent by following these simple guidelines:


	Being assertive reduces a lot of work load that comes with the inability to say “No”.

	Decide what work can be done by others and is not at all important or urgent for you. Delegate that task to someone who can do it well and with responsibility.

	It is better to approach a senior and share your problem than to sulk about it and struggle to keep up.

	Someone or the other is always ready to help a person who seeks assistance. So, ask for help and you will get it.



TIME WASTER # DROP-IN VISITORS

Kiran prefers working in solitude. If disturbed, she finds it difficult to concentrate on the task again. Her workstation is right next to the cafeteria and she often gets drop-in visitors who come to say a friendly ‘hi’ but end up wasting her precious time.

What would you do if you were in Kiran’s place?

..............................................................................................

..............................................................................................

..............................................................................................

Not all drop-in visitors are important. Some of them can be avoided and the others can be dealt with quickly. But some of them just cannot take the hint and you have to let them know that you are in the middle of something important.

Here are certain tips that will help you save time by screening the drop-in visitors.


	If you have a front-desk officer who can screen and send only important people to your desk, it is fantastic news. That way, you will meet only important people.

	It is important to let the visitor know that you are busy and will definitely reach out to them when free.

	Post a “Do not disturb” sign on the door or on the workstation where it is visible.

	Request someone who is free or someone whose job description includes taking messages, to take the message from your visitors.

	Fix up an appointment for a later time, when you actually have the time.



TIME WASTER # INTERNET

New York Times in 2007 stated that a group of employees at Microsoft took about 15 minutes on an average to get back to the important work that they were doing, the distraction being an incoming email. After reading an email, they would either start browsing the internet or wander off to other messages.

It is very easy to become a victim of internet addiction. The sheer ocean of knowledge can be overwhelming. Besides, thanks to the internet, the world has become a much smaller place. People want to stay connected with family, friends, lost-and-found friends through social networks and messengers.

If you are addicted to the internet, you are losing out on valuable time because of this distraction. Here are some ways that will help you get rid of this addiction.


	It is important to schedule a time for the internet in your plan. This time would include space for social networking, surfing the web, chatting on messengers, etc.

	Do not attempt to respond to every mail in your inbox. Not all mails are important, especially, the forwards from friends or trail mails. The first thing I do when checking mail is to mark a star beside the important ones and delete spam mail from the inbox.

	My laptop used to “ping” every time there was a mail on gmail or yahoo, or when there was a message on social media. This would amount to hundreds of “pings” each hour! I got frustrated with the sound and decided that I want to hear the pings only on my official mails. Now I do not feel compelled to look at my laptop every other second.

	Breathe fresh air or take a walk every day, as it helps to take the mind off the internet. If at work you feel compelled to browse the internet, get up and move around a little bit. This will bring your mind back to the task.

	Take a day off occasionally from the internet. If your work does not permit you to leave the machine, try working on a computer without the internet. If even that is not possible, make a promise to yourself not to use the internet over the weekend.



TIME WASTER # MULTI-TASKING

Contrary to public belief, only 2 per cent of the population can multi-task efficiently. The rest whopping 98 per cent waste time while trying to save time.


	Focus on a single task: Focus is the key word. We cannot sail in two boats at a time. We can eliminate errors to a great extent by focusing on a single task.

	Stop your mind from wandering: Sometimes our mind wanders and our thoughts drift to our day-dreams. In order to turn our dreams into reality, we must stop our thoughts from drifting.

	Finish one thing before you start another: Ensure that you finish the activity at hand and then begin the next one. By doing this, you will also develop the habit of completing tasks. I have a friend who leaves everything mid-way. He starts with great enthusiasm and then the enthusiasm dies down and so does the task!

	Do not let small pebbles hit the big rocks: As humans, we feel ‘let me finish this small thing quickly and then I will get back to the big work.’ This mentality takes us away from our bigger responsibilities. This throws us into the spiral of the smaller but too many activities, which do not end. Beware of this.

	Do not let technology rule you: We are meant to use technology to increase productivity, but technology is pulling us down. That ping from a social network compels us to leave the most important work we are doing to check that insignificant message from our network “friend” who went on a holiday.

	Keep it clean: Think about it. If there is clutter on your desk, you will invariably indulge in multi-tasking. You want to write something important. But instead of writing, you will waste your time looking for the pen to write it. Clean your desk to clear your mind.

	Schedule: Make an appointment with the biggest tasks at hand. Use the planning template effectively in order to schedule a set time for the “big rocks”. This way you can ensure that you are not disturbed by anything and you can concentrate on your work.

	Handle disturbances even before they come: Interruptions lead to multi-tasking. Your phone ringing, the door-bell buzzing, emails, etc are an interruption to important work.



Multi-tasking can be easily eliminated from our lives. We simply have to understand that time “spent” is time “wasted” and time “invested” is time “earned”.

TIME WASTER # UNNECESSARY MEETINGS

Did you know?

According to the US Bureau of Labour Statistics, unnecessary meetings cost US businesses approximately $37 billion each year.

Before attending or calling a meeting, ask yourself the following questions.


	What is my reason for attending this meeting?

	Can I achieve this purpose without actually going for the meeting?

	Is the objective worth the time, money and resources that will be used for this meeting?

	Can the meeting be eliminated if only information needs to be shared? This can be done by sending a mass mailer or a memo.

	If the meetings are so frequent that they are making it impossible to gauge any positive results in between, can we consider decreasing the frequency?

	Can we make analyses and reports before we call a meeting? This will eliminate at least one meeting from the agenda.

	Are there documented summaries for previous meetings to reduce time wastage in the next meeting? Always make sure that there is a minute taker who circulates the minutes after every meeting.



There are various alternatives to face-to-face meetings like virtual meetings, teleconferences, video conferencing, emails, intranet chats, etc. Figure out which option works best in your case and try to eliminate unnecessary time wastage on unnecessary meetings.

TIME WASTER # OVERUSE OF MOBILE PHONES

The smartphone is not so ‘smart’ as far as time management is concerned.

So here are a few tips that can help us get rid of our smartphone addiction and help us save valuable time:


	Smart phones are not only used for calling, they are used for texting, chatting, surfing the net, using MS Office, checking mails, clicking photos, making videos etc. My advice – restrict your use of mobile phone only to make calls.

	Once a week, try having a no-phone day. I know of a friend who switches his cell phone off at 6.30 pm. I know many of us cannot afford to do that. But we can try switching it off on a Sunday. Trust me, it brings tremendous relief not to hear that ringtone for an entire day. You can use that time to bond with your kids or take a walk with your partner.

	Cannot find it, search. I personally know of many enthusiasts who love to go on a search engine and look for information. It is a good habit but leads to a lot of wasted time. Once you begin searching, there is no end to it!

	Out of sight, out of mind. The best way to get de-addicted is to keep your cell phone out of your sight. I keep mine behind my laptop. This way I can avoid getting distracted by it. I keep it off or on silent most of the time when I’m doing something important and check it during breaks.

	Do not capture everything. There is no point in clicking photos of everything on the smartphone. The lesser number of pictures you have on your phone, the better. Pictures and videos cause so much distraction, that a popular band asked its fans not to take pictures during their performance.

	Do not keep it under your pillow or right next to you when sleeping. A cell phone emits rays that decrease your capacity to think. So unless you want to decrease productivity, it is not a good idea to sleep with your cell phone by your side.



Do you remember the Activity Diary? Review it to find your personal time wasters. Once you do that, you can immediately begin eliminating them. So do not waste any more time and get going!


KEY TAKEAWAYS…


	Every individual has a different time stealer and every time stealer has to be dealt differently.

	Any activity that takes your focus away from any or one of your important goals is a time waster/time stealer/time robber.

	It all boils down to the choices that you make and what necessary actions you are taking to avoid wasting time.

	Time Waster # Disorganisation or Clutter

	Time Waster # Unnecessary Phone Calls

	Time Waster # Inability to say “No”

	Time Waster # Procrastination

	Time Waster # Work Overload

	Time Waster # Drop-in visitors

	Time Waster # Internet

	Time Waster # Multi-tasking

	Time Waster # Unnecessary Meetings

	Time Waster # Overuse of mobile phones










Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................

........................................................................................................................
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APPLY YOUR LEARNING


LEARNING ACTIVITY 1: TRUE OR FALSE

Instructions: Say whether the following statements are true or false:


	Time management is necessarily about getting lots of stuff done. (True/False)

	Ways of using time become habitual so make an initial investment of time to rethink and improve these habits. (True/False)

	In order to become an effective leader, is it essential to delegate each and every task to your subordinates. (True/False)

	Prioritisation should be a constant effort. (True/ False)

	Breaking down the task into smaller chunks takes away a lot of time and is complex. (True/false)

	Planning should be flexible. (True/False)

	Be diplomatic when you are saying “No”. (True/ False)

	Probing helps identify the real reason for a problem. (True/False)

	If you focus on performing a task correctly, then the importance of the event will increase in your mind. (True/False)






LEARNING ACTIVITY 2: DESK EXERCISES

Instructions: Try and do all the given exercises one by one.

Basic Breathing

[image: ]


	Remove your shoes and sit with your back straight and feet flat on the ground.

	Now place your arms on the thighs, your palms facing up and the tip of index finger touching the tip of the thumb on both hands.

	Sitting in this position relaxes shoulder muscles and joints and aligns the body with the mind.

	Perform this exercise for five minutes.



Backward Bends

[image: ]


	Stretch the anterior trunk, hips and joints in the lower back.

	Slowly bend backwards.

	Your stretch should not cause pain or discomfort.

	Hold the position for five seconds.

	Repeat this exercise eight-nine times.



Loosen up and stretch to reduce typing fatigue.

[image: ]


	Stretch those arms out. Way out.

	Bring them back in.

	If this exercise feels good, do it slowly ten times for ten minutes.

	It helps in blood circulation.



Ear to shoulder


	Sit in an upright position. The spine must be straight and the feet must rest on the floor completely.

	Inhale deeply.

	Breathe in deeply and as you breathe out, gently roll your left ear towards the left shoulder.

	Breathe in deeply and slowly breathe out, bringing your head back to its position.

	Breathe in again and as you breathe out, slowly roll your right ear towards the right shoulder.

	Breathe in deeply and breathe out slowly to rest your head back in the straight position.

	Do three sets or more.



Abdominal desk – Feel the floor

[image: ]

Before you start with the exercise, ensure that you have a stable chair to sit on that does not slide or move when you exercise.


	Keep your palms facing each other and stretch your hands over your head. Stretch your arms out over your skull. Your palms must face each other.

	Lift your torso up out of your hips.

	Keeping your back long, gently bend from the hips forward to place your hands on the floor.

	Reverse the movement and come back up to sitting position.

	Repeat the exercise five to seven times for ten to fifteen minutes.



Eye socket soother

It’s important to remember your eyes in your desk workout, as they spend many hours at a fixed focal length, straining your delicate eye muscles.

[image: ]


	Raise your right hand to your right eye and turn it into a fist. Now open the index and middle finger. Keep the index finger on your brow and the middle finger on the eyelid.

	The eye socket and the eyeball need to be massaged gently in a circular pattern.

	Do not put any pressure on your eyeball and if you wear contact lenses then only massage the socket and not the eyeballs.

	Repeat this exercise for the left eye as well.

	Continue for about five minutes.



Arm Shaky-Shake


	To do this exercise, ask two of your friends or colleagues to help you.

	Ask them to hold one wrist each and shake your hands gently for approximately fifteen seconds.

	Request them to do this at least five times.

	This leads to a rush of blood to your arms and shoulders, giving you instant relief from stress.
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The “yes-sir” stretch
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	Clutch your arms at the back of your neck and lightly move your skull front and back while supporting your head.

	The neck muscles will begin to relax just after repeating this exercise eight to ten times.



Back massage


	Keep a tennis ball at your workplace for this quick reliever from stress.

	Sit with your spine straight on a chair with a back support and put the tennis ball between your back and the back of the chair.

	Now when you lean on the chair, the ball will act as a massaging agent to relieve your back pain.

	Breathe in and breathe out deeply to release stress.

	Repeat this exercise for ten minutes.



Relax in chair
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	Sit up straight on a chair with your legs joined together and your feet completely resting on the floor.

	Feel both sit bones pressing into your chair.

	Firmly grasp your kneecaps and hold them. Shoulders and arms must be relaxed.

	Breathe in deeply as you extend your chin forward and slowly raise it towards the ceiling.

	Exhale slowly while rolling your back gently and curling your shoulders.

	Repeat five times till you start feeling rejuvenated.






LEARNING ACTIVITY 3: THE SIX-WEEK CHALLENGE

Introduction

Congratulations! You have finished reading the book and have reached the point of no return. From here, you can only improve. So I am throwing this challenge at you.

You not only have to read, understand, meditate and digest the information given in this book, your need to do the most important thing after that=> Apply it.

My six-week challenge

Assuming that you have already started applying the learning from this book, take up the challenge to continue using the principles you have learnt and review your progress after six weeks. I guarantee that you will experience better productivity and improved work-life balance, along with managing your time well.

Progress review exercise

Instructions:

Six weeks after starting your time management improvement effort, complete the following review exercise. It will reflect whether you are doing well or still need to devote attention.



	#
	Statements
	Usually
	Sometimes
	Rarely



	1
	I have a clearly defined list of written objectives.
	 
	 
	 



	2
	I plan and schedule my time on a weekly and daily basis.
	 
	 
	 



	3
	I reduced or eliminated recurring crises from my job.
	 
	 
	 



	4
	I use travel and waiting time productively.
	 
	 
	 



	5
	I delegate as much as possible.
	 
	 
	 



	6
	I prevent my colleagues and staff from delegating their tasks and schedules to me.
	 
	 
	 



	7
	I take time each day to think about what I am doing relative to what I am trying to accomplish.
	 
	 
	 



	8

9
	I eliminated time wasters during the past week.

I feel in control of my time.
	 
	 
	 



	10
	My desk and office are well organised and free of clutter.
	 
	 
	 



	11
	I reduced or eliminated time wasted in meetings.
	 
	 
	 



	12
	I conquered my tendency to procrastinate.
	 
	 
	 



	13
	I carry out work on the basis of priorities.
	 
	 
	 



	14
	I control my schedule so that others do not waste time waiting for me.
	 
	 
	 



	15
	I meet my deadlines.
	 
	 
	 



	16
	I have identified the few critical tasks that account for the majority of my results.
	 
	 
	 



	17
	I am better organised and able to accomplish more than I was doing six weeks ago.
	 
	 
	 



	18
	I have been able to reduce the amount of time I spend on routine paperwork.
	 
	 
	 



	19
	I effectively control interruptions and dropin visitors.
	 
	 
	 



	20
	I have mastered the ability to say “No” whenever I should.
	 
	 
	 



	21
	I stay abreast with my most important reading.
	 
	 
	 



	22
	I leave enough time for recreation, study, community service, family, etc.
	 
	 
	 




Scoring

Usually – 3 points; Sometimes – 2 points; Rarely – 1 point

Interpretation

45–66: You are excellent at time management. Keep it up!

23–44: You are good at time management but still need to improve further.

0–22: You need to work really hard. “Do not give up, the beginning is always hard.”

There is absolutely nothing to worry about if your scores are low. This only means that you need to put in more effort with more determination this time round.

Remember, it is the ability to bounce back from failure that makes people successful. So every time you feel you cannot do it, just bounce back with even more determination and make the best use of this book.




Reading this chapter will be more rewarding, if you UNDERSTAND it completely and then think deeply that is MEDITATE on your understanding. Now DIGEST and assimilate by extracting and converting final learning into an Action plan.

Read =>Understand =>Meditate =>Digest => Apply

Ideas that I will put into action:
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