


Managing your time 

Do you ever feel you don't have enough time in the day? Are you always rushing? Do you struggle to fit in unforeseen tasks? Do you have problems managing your time?

When we want to improve our time management, it is often about developing a different attitude to how to spend our time. 

Time management is relatively easy as long as you commit to act and make changes to the way you work.  By improving the way, you plan, prioritise, deal with interruptions, delegate and control your environment you can manage your time more effectively.

· It is important you understand yourself and work out what you can change about your attitude and habits, leading to better time management.  
· Planning how you use your time and protecting this planned time is essential to managing your time. If you plan what to do and when, stick to it!
· Protecting planned time may involve changing your environment. You may have demands placed on you from others, particularly services users, colleagues, other departments and managers. If so, then managing your time means tactfully managing their expectations of you. 
Time management is about ‘managing’ your environment, rather than allowing it to manage you. Don’t tolerate interruptions and demands from others without complaint unless you want to encourage time management pressures to continue. 
You can learn to plan your time more efficiently and economically by:  
· analysing how you use your time
· assessing how you prioritise what to do and when
· identifying good and bad practices 


Time log: 
On way of identifying and analysing your time is to complete a time log for a few days, to gain insights on your typical day. This log will help you see what is happening as opposed to what you think is happening. Time spent recording life or work activities, interruptions and distractions can be time well spent. 

	Time

	Task/Activity
	Description of any interruptions/distractions
(time, duration, type)
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Analysing your time log

Look at your Time Log. Can you draw any conclusions from analysing it? These questions might help you analyse:
 
· Did I do everything I planned to do?
· Was I often rushed?
· How did I feel?
· When was I most and least productive?
· Where did most of my time go?
· How much time could have been better used?
· Did I accomplish the most important things?
· Did I have enough time to do the things I wanted to do?
If you are not satisfied with the way you used your time, identify:

· Tasks and activities that were of little value or benefit.
· Specific issues that kept you from using your time well. 
· Any behaviours that made it difficult for you to use your time wisely.
· Any imbalance in your life e.g., work v leisure; project v project, time on your own v time with others.
· Where you can make more time to do the things you want to do. 

Tips on managing interruptions better

Do interruptions rob you of time and energy? Do they frequently push you off schedule and cause delays? If so, it might be worthwhile to keep an Interruption Log. This is a simple record of the interruptions you experience in the course of your day: 
	Person
	Date and time
	Nature of interruption
	How valid was it?
	What was the level of urgency?



Its recommended you keep this Interruption Log with you every day for at least a week, recording every interruption you experience. Once you have recorded the interruptions for a week, sit down with your Log and analyse the information. 

· Which interruptions are valid, and which are not? 
· For the interruptions that are not valid, can you find a way to handle these in the future? Could someone have avoided interrupting you by waiting for a routine meeting? Or was it something they should have asked you about at all? You might have to deal with this politely but assertively. 
· Next, look at how urgent the interruptions were, and whether they could have been pre-planned. Can you pre-empt any interruptions by holding routine project meetings with people?

However, some interruptions are both urgent and valid. You need to be interrupted, and you need to deal with the situation. From your Interruption Log, you will see how much time is taken up by these urgent, valid interruptions. Block this time into your schedule as "contingency time", and only take on as much other work as you can fit into the remaining time. You'll have to juggle this other work around the interruptions, but at least you won't be overloaded and stressed by the things that you haven't done because they've been displaced by emergencies.
Get your phone to work for you, not against you
A little bit of planning can go a long way to help you manage your phone and to control interruptions. If you are trying to meet a deadline or you need to focus your attention on a piece of work, use your voicemail to screen calls. This way, you can deal with calls by priority, and at times that suit you. This telephone time can be planned into your schedule and therefore become a normal part of your work practice and working day.
Learn to say ‘No’
How acceptable is it to say ‘no’? There are generally three times when you can acceptably say ‘no’
1. if you are busy when someone else can handle the task
2. if it is not an important task 
3. if it can be done later.

When this is the case, saying ‘no’  in a polite and sincere way with a short explanation is the best course of action to take. 
When you are Available and Unavailable
If your role allows, you might be able to manage interruptions by letting people know when you are available and when you are not available. Make sure that people know that during your "unavailable time", they should only interrupt you if it is urgent or a genuine crisis. Don’t overuse ‘unavailable time’!
Uncontrollable Interruptions
There are interruptions that, no matter how hard you try, you cannot control. Most people will be happy to schedule to a more convenient time, but when this does not work set the parameters by saying something like, ‘I only have ten minutes to talk about this right now,’ and stick to it. 
Encourage the interrupter to get right to the point and if a solution cannot be reached before the allotted time runs out, set a time for getting back to them and, again, stick to it.


Procrastination 
Another challenge we face when managing our time is to try to avoid procrastination. Procrastination is when we delay or postpone an action or decision to later on or beyond a deadline. 
There are many reasons why some people procrastinate and if you know you do this you might want to do some more research into the reasons for this behaviour. To be a better at time management: 
· Reflect on whether you practice procrastination 
· Consider the impact it has on your time and meeting deadlines
· Avoid trying to be a perfectionist
· Do the unpleasant jobs first (on a Monday, or in the first week of the month) – that way you’ll have more interesting and motivating tasks for later in the time
· Set deadlines and stick to them!

A story about planning your time 
A great description of the need for planning your time management is the Rocks in a Bucket story. 
For our story you will need: 
A bucket
Some big rocks
Some small stones
Some sand 
And water

First on all, put the big rocks in the bucket – is it full? Next put in the small stones, they’ll fall around the rocks. Is it full? Put the sand in and give it a good shake – is it full? 
Now, put the water in – is it full? 

Think about this in terms of your time: You have to put the big rocks in first or there won’t be room for them. Plan your time slots for the big issues in your work and life e.g., that new project, the end of year report, a holiday, the team away day. 
If you don’t make time for these big rocks, then the inevitable day to day issues (the sand and water) will fill up the bucket and you won’t have room for the big and important tasks and issues. 

The 4 As of Time Management 
As we have described, time management is relatively easy as long as you commit to act and make changes to the way you work. You can act in four ways:   
Alter if you cannot avoid a situation, try to alter it. Often, this involves changing the way you communicate and operate in your daily life. Can you alter deadlines? Can you alter expectations? Can you delegate tasks to someone else?
Try to create a balanced schedule. All work and no play are a recipe for burnout. Try to find a balance between work life and home life, social activities and solitary pursuits, daily responsibilities and downtime.
Avoid un-necessary stress. Learn how to say ‘no’ and take control of your environment. Pare down your to-do list - analyse your schedule, responsibilities, and daily tasks. If you have got too much on your plate, drop tasks that are not necessary to the bottom of the list or eliminate them entirely.
Adapt If you cannot change the workload, then change yourself. You can adapt to stressful situations and regain your sense of control by changing your expectations and attitude. Reframe problems by trying to view stressful situations from a more positive perspective. Rather than complaining about how much you have to do, see it as an opportunity to develop new skills and to really make a difference. Adjust your standards. Perfectionism is a major source of avoidable stress. Stop setting yourself up for failure by demanding perfection. Set reasonable standards for yourself and others and learn to be okay with the best you can achieve in the time available. Practice gratitude – when lack of time or pressure is getting you down, take a moment to reflect on all the things you appreciate. Remember your strengths and abilities and what you are achieving. This strategy can help you keep things in perspective.
Accept what is unavoidable. Acceptance may be difficult, but in the long run, it is easier than pushing against a situation you cannot change. Do not try to control the uncontrollable. Many things in life are beyond our control, particularly the behaviour of other people. Focus on the things you can control such as the way you choose to react to problems and the way you choose to manage interruptions. 
When you face major challenges, try to look at them as opportunities for personal development. Reflect and learn from your mistakes. Share your feelings with your manager; expressing what you are trying to manage can be cathartic and you may be able to work together on the problem.




