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Tipsfor
Effective Time Management

One of the greatest stressors we al faceistoo
much to do with too littletime. To reduce siress
and increase satisfaction with your job and your life,
it iscritical to develop conggtent time management
techniques and habits.

The following tips are intended to provide you with
some ideas for taking control of your time and
achieving important gods both a work and in your
persond life.

To increase your time mastery, consder joining us

Decide what isimportant to you. Be specific
about what you want to achieve. Define
measures for success so you will know when
you have completed your godl.

Outline steps, dtrategies, necessary resources,
toals, etc., that will be required to achieve the
god. Claify the vdue added and why it
makes sense for you to work on this god.
Findly, establish timdines for monitoring,
revisng, and completing the gods.

on September 23 for a Time Management 3. Prioritize your goals:
workshop. During this workshop you will Make sure the things you are spending your
participate in a self-assessment, receive time on are the most important ones. 'Y ou will
individualized feedback on your current time have to assess which things you should focus
management skills, learn new drategies and begin on, which things someone e se can do, and
working toward developing new, effective time which things you should let go of. Decide
management techniques. which goals are Important and Urgent, which
things are Important but not Urgent, which are
Asyou begin to focus on your time management Urgent but not Important and which are
development, consider the following suggestions. Unimportant.
1. Keepatimelog: 4. Plan the best way to accomplish your
A timelog isatool for assessng how you are goals:
pending your time and using the resulting Sometimesit works best to breek larger goas
information to make better decisions about down into smdler, more manageable sub-
setting and achieving gods, establishing gods. Other times, it requires the use of
priorities, managing interruptions, and project planning software to best manage god
overcoming time wasting behaviors achievement.
2.  Set SMART goals for both personal Key pointsfor planning include defining what
professional achievement: has to be done, who will do it, when it needs
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to be done, how long each step will take, any
dependencies and desired results.

Once you’ ve planned what to do to achieve
your goals, you' || need to schedule your
time:

Y ou should us some sort of calendar. Find a
caendar that works for you. Select either an
online calendar or ahard copy. You can pick
one that shows you a day, aweek or amonth
a aglance.

Have one cadendar that you use for everything.
Avoid confusion by keeping it smple.

In addition to putting due dates on your
caendar, block off time to work toward your
gods.

Allow acushion in your scheduling. If it would
take 1 hour in the perfect world to accomplish
atask, dlow 2 daysin the real world to
accommodate changes and things that go
wrong. Build in flexibility so you don't cregte

unnecessary stress.

Use some sort of reminder system:

You can uea“tickler” that is part of your
electronic cdendar system or amanua system.
Whichever you choose, you should again build
in flexibility so as you are reminded that certain
tasks need to be

accomplished, you have the time to adapt to
the unexpected.

Build consistent habits:

Whatever system you choosg, it will only work
if you use it consstently. Make it ahabit to set
godls, prioritize, plan, schedule and track your

progress.

Get in the habit of assessing your past
successes and achievements. |dentify what
went as planned and what could have gone
better.

Clarify what you can do the next time to
manage your time, your gods, your projects
and your life better. Then take gppropriate
action to create additional new habits.

Continudly work toward becoming morein
control and more successful in doing those
things that are most meaningful to you.

OUTLINE FOR SEPTEMBER 23
EFFECTIVE TIME MANAGEMENT WORKSHOP

INTRODUCTION
A. Program Overview
B. Learning Objectives

TIME MANAGEMENT STRATEGIES
A. Oveview of ills
1. Panning and Goa Setting
2. Setting Priorities
3. Utilizng Gap Time
4. Procragtination
5. Ddegdion
6. Working with Other People
7. Crisesand Interruptions
8. Attitudes and Behavior
9. Sdf-Management
Y

B. Video Presentation and Review

. SELF ASSESSMENT

A. Responding to the Time
Magtery Profile

B. Interpretation, Feedback and
Clarification of Needs for
Deve opment

. PRACTICAL APPLICATION

A. Group and Individua Exercises

CLOSE
A. God Setting and Implementation
B. Program Evaudions
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This program has been designed to provide
participants with individuaized feedback and
drategies for improving success in managing
time.

I'n this program, you will usetheresultsof a
s f-assessment to focus on specific categories
of time management which are gppropriate to
your own individua development. Some of
the key learnings will indude:

» sKillsand techniques to increase your
success in setting and achieving gods

> improved ability to assess and st priorities

> identification of drategiesfor overcoming
procrastination

» development of competencies for planning
and scheduling

> dfective Srategies for handling
interruptions without aienating others

> ideas for making meetings more effective

» draegiesfor increasing success in working
with others
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Programs and Services Offered by SORDILL CONSULTING include:

» Assrtive Communication Skills
» Change Management » Mesdting Management
» Coaching, Feedback, and Managerid » Mentoring
Communication » Myers Briggs Type Indicator
» Communication Strategies » Motivation
» Conflict Management » Negotiating for Success
» Cusgtomer Service & Telephone Skills » One on One Coaching
» Executive Coaching » Organizationd SKkills
> Fadlitation » Outdoor & Executive Chalenge
» Getting Organized » Performance Management
» God Setting and Achievement » Performance Reviews
» Handling Problem Employees and » Presentation kills
Terminations » Problem Solving Techniques
» Individua Professond Deve opment » Project Management
> Interviewing Techniques » Sdesand Sales Management
> Leadership Skills » Sexud Harassment Awareness
» Ligening Skills » Straegic Planning
» Manageria and Supervisory Skills » Siress Management
» Managing Up » Team Devdopment
» Managing Interpersond Relations » Time Management
» Tranthe Trainer

For moreinformation about programs and services, or to request future newdetters viaemail, please cal
Pat Sordill at 978-266-9524 or send an emall to: pat@sordill.com.
Vigt our web Stea: www.sordill.com

TIMEMANAGEMENT WORKSHOP INEORMATION:

Date:. Monday, September 23 To register for this program, please
complete the form below and return it with
Time: 9am.to4p.m. your check for $175 per person to
SORDILL CONSULTING, 120 Pach Hill
Place: Radisson Heritage Hotel Road, Boxborough, MA 01719.

Chelmsford, MA
Registration fee covers al course materids,
Cost:  $175 per person refreshments and ongoing support as needed by
participants. Lunch will be on your own.

To register for THE EFFECTIVE TIME MANAGEMENT WORK SHOP, scheduled for Monday, September 23, from 9 am.
to 4 p.m. at the Radisson Heritage Hotel, in Chelmsford, MA, please complete this registration form and return it with your
check for $175 per person, payable to SORDILL CONSULTING. For further information, please call (978) 266-9524, FAX
(978) 266-9534, Email at pat@sordill.com or visit our web site at: www.sordill.com.

Name Title

Name Title
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Company Name Phone Number $ Amount Enclosed

Street Address City State Zip Code
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