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MODULE ONE: GETTING STARTED

• You cannot manage time, you can only manage 
yourself. 

• So time management is really life management. It’s 
really personal management. 

• It’s really the management of the sequence of 
events in your life. 



MODULE ONE: GETTING STARTED
• Time management training most often begins with 

setting goals. This process results in a plan with a task 

list or calendar of activities.

• This entire process is supported by a skill set that should 

include personal motivation, delegation skills, 

organization tools.

• We will cover all this and more during this workshop.



WORKSHOP OBJECTIVES



PRE-ASSIGNMENT REVIEW



What are you 
biggest time 

wasters?





TIME MANAGEMENT 

• It seems that there is never enough time in the day. 
But, since we all get the same 24 hours, why is it that 
some people achieve so much more with their time 
than others?

• The answer lies in good time management.



BENEFITS 

•Greater productivity and efficiency.

•A better professional reputation.

• Less stress.

• Increased opportunities for advancement.

•Greater opportunities to achieve important life 
and career goals.



FAILING TO MANAGE

•Missed deadlines.

• Inefficient workflow.

•Poor work quality.

•A poor professional reputation and a stalled 
career.

•Higher stress levels.



10 COMMON
TIME MANAGEMENT MISTAKES 

• Failing to Keep a To-Do List.

• Not Setting Personal Goals.

• Not Prioritizing.

• Failing to Manage Distractions.

• Procrastination.

• Taking on Too Much.

• Thriving on "Busy".

• Multitasking.



10 COMMON
TIME MANAGEMENT MISTAKES 

• Not Taking Breaks.

• Ineffectively 
Scheduling Tasks.



ADDICTION TO BUSYNESS

• Some people get a rush from being busy. The 
narrowly-met deadlines, the endless emails, the piles 
of files needing attention on the desk, the frantic 
race to the meeting ... What an adrenaline buzz!

• The problem is that an "addiction to busyness" rarely 
means that you are effective, and it can lead to 
stress.

• Instead, try to slow down, and learn to manage your 
time better.



MULTITASKING 
•

•

•



HUMAN MULTITASKING- WIKIPEDIA

• An apparent human ability to perform more than one task, 
or activity, at the same time. 

• An example of multitasking is taking phone calls while typing 
an email and reading a book. 

• Multitasking can result in time wasted due to human context 
switching and apparently causing more errors due to 
insufficient attention. 

• If one becomes proficient at two tasks it is possible to rapidly 
shift attention between the tasks and perform the tasks 
well/proficiently.

https://en.wikipedia.org/wiki/Context_switching
https://en.wikipedia.org/wiki/Attention


THE MULTITASKING MYTH:
UNDERSTANDING COGNITIVE LOAD

•Most people overestimate their ability to 
effectively multi-task, but research repeatedly 
shows that the brain cannot process multiple 
tasks at once.



WHAT IS COGNITIVE LOAD?

•A large reason that multitasking doesn’t 
work is due to information overload, or 
excessive cognitive load.

•Cognitive load refers to the effort being used 
in working memory. This is the part of short-
term memory that is concerned with the 
immediate conscious perceptual and 
linguistic processing.

https://en.wikipedia.org/wiki/Cognitive_load
https://en.wikipedia.org/wiki/Short-term_memory


COGNITIVE LOAD THEORY CLT –
1980S

•Cognitive capacity is limited at any given 
time.

• Learners can get overwhelmed by too many 
tasks, or too much information at the same 
time.

• Leads to the learner being unable to process 
the information.



CLT

•Mayer and Moreno concluded that it was 
difficult, if not impossible to learn new 
information while multitasking.

• Junco and Cotten found that students who 
engaged in high levels of multitasking had 
significant issues with their academic work.



•A more recent study on the effects of 
multitasking on academic performance 
found that using Facebook and text 
messaging while studying were 
negatively related to student grades, 
while online searching and emailing 
were not.



SWITCH-TASKING 

•Neuroscience has made it clear that 
the brain cannot process tasks 
simultaneously, rather, the brain switches (just 
like an on and off button) between tasks.

•As quoted by Dr. Nancy Napier says, it should 
be called “switch-tasking” instead.

http://www.apa.org/research/action/multitask.aspx


SWITCHING COSTS

• Loss of speed.

• Less mental energy.

• Being more prone to errors.

• According to the APA (American 
Psychological Association) switching can cost 
as much as 40% of someone’s productive 
time.



3 WAYS
TO GET FOCUSED RIGHT NOW

•Become aware of when you are dividing 
your attention, and stop.

• Tips:
• Be an active listener.

• Batch your emails.

• Close all browser tabs

• Turn on ‘Do Not Disturb’



2. REMOVE CLUTTER

•Excessive visual stimuli increases mental load, 
as the brain is forced to process and identify 
multiple individual pieces of information 
simultaneously.



REMOVE CLUTTER – WAYS

•Keep a clean desk at all times.

•Avoid shortcuts, e.g. don’t leave documents 
on the counter, file them away.

•Create a system for staying organized.

•Dedicate time to working through 
administrative tasks, e.g. invoices, bills.



3. MEDITATE 

•Meditation is the perfect antidote to an 
overwhelmed, multitasking mind, as it can 

and the mind to 
become more focused.

• It does this by increasing the volume of grey 
matter in the brain, which is related to both 
memory and attention.



MEDITATION 

•2012 study conducted at Liverpool John 
Moores University

• Improved self-regulation of attention – in other 
words, focus – for participants who were 
requested to meditate daily for just ten 
minutes.



SCHEDULING 

•You can make best use of your time by 
scheduling high-value work during your peak 
time, and low-energy work (like returning 
phone calls and checking email), during your 
"down" time.



MODULE TWO: SETTING SMART 
GOALS

•Goal setting can be used in 

every area of your life. 

Setting goals puts you 

ahead of the pack! 



THE INDEPENDENT - UK

• The average British person has an average attention 
span of just 14 minutes, new research has found.

• According to the data, while watching television the 
average adult loses concentration – usually to look at a 
mobile device – after just seven minutes.

• Finance related meetings or conversations only keep 
our attention for 10 minutes.

• Listening to someone who is gossiping about a 
complete stranger, leads to most of us tuning out after 
six minutes.

https://www.independent.co.uk/topic/british
https://www.independent.co.uk/topic/Television


• on a call with a client or customers, employees start getting 
bored and as a result read emails or ‘doodle’ just seven 
minutes in.

• Listening to chatty colleagues keeps us gripped for just nine 
minutes, but that is cut to just six if they have a ‘boring’ 
voice.

• Phone calls to family members last just nine minutes before 
their loved ones will multi-task by doing other jobs around 
the house at the same time.

• Mother-in-law can only command seven minutes of 
attention before her son or daughter-in-law tries to get her 
off the phone.



• The survey did find attention spans are longer in 
situations which involve friends – and when enjoying 
a social engagement it can be 29 minutes before 
people reach for their phone

• 24 minutes watching a film, and a good book can 
keep full concentration for 15 minutes.

https://www.independent.co.uk/topic/social


WHY PEOPLE LOSE FOCUS

• 26 per cent say it is because they’re so busy multi-
tasking, while 18 per cent haven’t got time to waste.



THE SMART WAY





GOAL SETTING

• Take a piece of paper and write down ten 
goals that you would like to accomplish in the 
next 12 months or so. 

• Once you have written down ten goals, then 
you go over the list and ask this magic 
question: “If I could only achieve one goal on 
this list with 24 hours, which one goal would 
have the greatest positive impact on my life?” 
Then you put a circle around that goal.



GOAL SETTING

•Make a list of everything that you could do 
to achieve that goal.

• Set a deadline on the goal.

• Take action on your list and work on it every 
single day.

•Every single day do something that moves 
you toward the achievement of your most 
important goal.



SKILL 

•What one skill, if you could wave a magic 
wand and be absolutely excellent at it within 
24 hours, would help you the most to achieve 
your most important goal?



PRIORITIZING YOUR GOALS





MODULE THREE : 
PRIORITIZING YOUR TIME

• Time management is about more than 

just managing our time; it is about 

managing ourselves in relation to time.

• It means being willing to experiment 

with different methods and ideas to 

enable you to find the best way to 

make maximum use of time.



•



THE URGENT/IMPORTANT MATRIX





THE GLASS JAR: 
ROCKS, PEBBLES, SAND, 

AND WATER



KWINK ANALYSIS 

• This is a form of zero-based thinking where you 
zero-base all of your activities and decisions 
from the past and ask the following question: 

• If I was not now doing this today, knowing 
what I now know, would I start it up again 
today? 



KWINK ANALYSIS 

• Is there anybody that I’m involved with today, 
personally or in business, that knowing what I now know, 
I wouldn’t get into this relationship again? 

• Is there anyone working for you today who, knowing 
what you now know, you wouldn’t hire again today? 

• Would I get into this again today, knowing what I now 
know? Sales, marketing, process, investments: time, 
money, or emotions.





• wrote an article in Business 
Weekly and in it he said:

“If there’s anything you would do to save 
your business, should worse come to worst, 

don’t wait until then, do it now. If there’s 
anything in the back of your mind that you 

know you should stop or get out of, do it 
now. Don’t wait until you have no choice.” 



Action Priority Matrix Worksheet

Activity
Impact (0-10) Ef ort (0-10)



HOW TO USE ACTION TOOL





HOW TO SAY NO 

https://www.forbes.com/pictures/mkl45efijg/how-to-say-no-at-work-
3/#3959d1586e18



BEING ASSERTIVE



MODULE FOUR: PLANNING 
WISELY

• The hallmark of successful time 
management is being consistently 
productive each day.

• Having a daily plan and committing to 
it can help you stay focused on the 
priorities of that particular day.



THE 6 D’S OF PRODUCTIVITY



CREATING YOUR PRODUCTIVITY 
JOURNAL



MANAGE YOU TO DO LIST

• Formula:

• task that has to be done.

• task that is nice to do but does not make 
much difference.

• task fun to do, no consequences.

• delegate.

• eliminate.



MAXIMIZING THE POWER OF 
YOUR PERSONAL 

PRODUCTIVITY JOURNAL



GET BETTER

• The great secret of success is to do fewer 
things but do more important things, and do 
more of them, do them longer, and get better 
at them!!



FORCE MULTIPLIERS
OR LEVERAGE FACTORS 

– Eighty-five percent of self-made 
millionaires said that the reason they became 
millionaires starting with nothing was because they 
worked harder than their competitors. They worked 
harder than other people.

– imagine you are in a hurry – 2 minutes rule.



SINGLE-HANDLING
1. Plan and organize your day in advance.

2. Set priorities and focus on number one.

3. Repeat “Do it now. Do it now. Do it now.”

4. Repeat “Back to work, back to work, back 
to work.”

5. Inside-outside method.

6. Outside-inside method.

7. The “salami slice”.

8. “Swiss cheese” method.



READY, FIRE, AIM!



MODULE FIVE:
TACKLING 

PROCRASTINATION
• Procrastination means delaying a 

task (or even several tasks) that 
should be a priority.

• The ability to overcome 
procrastination and tackle the 
important tasks is a hallmark of the 
most successful people out there.



INDICATORS

• Filling your day with low priority tasks from your To Do List.

• Reading e-mails several times without starting work on them or deciding 

what you are going to do with them.

• Sitting down to start a high-priority task, and almost immediately going off to 

make a cup of coffee.

• Leaving an item on your To Do list for a long time.

• Regularly saying "Yes" to unimportant tasks.

• Waiting for the “right mood” or the “right time” to tackle the important task 

at hand.



WHY DO WE PROCRASTINATE 

• Joseph Ferrari, Ph.D., associate professor of 
psychology at De Paul University in Chicago, and 
Timothy Pychyl, Ph.D., associate professor of 
psychology at Carleton University in Ottawa, 
Canada.



1. Twenty percent of people identify themselves as chronic 
procrastinators. For them procrastination is a lifestyle

2. we don't take it seriously as a problem. It represents a profound 
problem of self-regulation

3. Procrastination is not a problem of time management or of 
planning. Made not born

4. Procrastinators tell lies to themselves. Such as, "I'll feel more like doing 
this tomorrow." Or "I work best under pressure.”

5. Procrastinators actively look for distractions – to regulate emotions 

https://www.psychologytoday.com/intl/basics/self-control
https://www.psychologytoday.com/intl/basics/time-management


THERE'S MORE THAN ONE FLAVOR 
OF PROCRASTINATION.

• Arousal types, or thrill-seekers, who wait to the last 
minute for the euphoric rush.

• Avoiders, who may be avoiding fear of failure or even 
fear of success, but in either case are very concerned 
with what others think of them; they would rather have 
others think they lack effort than ability.

• Decisional procrastinators, who cannot make a 
decision. Not making a decision absolves 
procrastinators of responsibility for the outcome of 
events.



STEP 2: WORK OUT
WHY YOU ARE PROCRASTINATING

• People find a particular job

• People are

• Even if you are organized, you can

•



WHY WE PROCRASTINATE



1. PICK YOUR POISON.

• The key to beating procrastination is focus. 

• We often give ourselves too many things to do and 
become overwhelmed. 

• Start by choosing just ONE thing that you’ve been 
procrastinating and make a commitment to 
complete that task in the next week.



2. START TODAY 

• Take immediate action or do the five minute 
miracle 



3. FIVE MINUTE MIRACLE –
MASAYOSHI SON

• What action can I take in less than five minutes TODAY that 
moves this forward even the tiniest bit?” 

• Set timer  - Spend 5 minutes 

• Research shows that once you start something, you’re 
much more likely to finish it. This is due to a psychological 
phenomenon called the Zeigarnik effect, unfinished tasks 
are more likely to get stuck in your memory

• Small action is still action 

http://www.spring.org.uk/2011/02/the-zeigarnik-effect.php


4. DO A POWER HOUR 

•Putting away all distractions 

•Working in concentrated chunks of time 
(twenty minute intervals) 

• Followed by short periods of rest, in order to 
harness the optimal performance of your brain 
and body.



• Science has discovered that our brain naturally goes 
through cycles with peaks and valleys. 

• Balance concentrated, focused time with relaxation 
and integration.



5. KILL IT WITH KINDNESS 

•Research shows that the more you can forgive 
yourself for past procrastination, the more likely 
you are to overcome your current 
procrastination and take action

http://digest.bps.org.uk/2010/05/cure-for-procrastination-forgive.html


6. HAVE A PROCRASTINATION
POWER SONG

• Pick a song that really gets you energized, and play 
it whenever you want to tackle something you’ve 
been procrastinating.



7. GET UNDER THE HOOD

• Understand exactly why you’ve been 
procrastinating

• “I’m avoiding this task because…” or “I’m avoiding 
this task because I’m afraid that….” And see what 
shows up. 

• Identifying your fears can help you realize the 
monsters in the closet aren’t as bad as you think.



8. LET IT GO.

•Decide never to do it 



9. MAKE A BET

•Accountability buddy

•Give your accountability buddy a date and 
time within the next week and tell them in 
order to redeem the agreed upon prize!



10. MAKE IT FUN

•Research shows that Human brain responds to 
reward stimulus and this can be a good way 
to create habits.



WAYS TO OVERCOME 
PROCRASTINATION



EAT THAT FROG!



HOW TO GET ORGANIZED

• To-Do-List.

• Time box.

• Scheduling and project planning.

• Set goals.

• Focus on task at a time.



MODULE SEVEN:
ORGANIZING YOUR WORKSPACE

• In order to effectively manage your time 
and to be productive each day, you must 
create an appropriate environment.

• By eliminating clutter, setting up an 
effective filing system, gathering essential 
tools, and managing workflow, you will be 
well on your way to creative an effective 
workspace.



MANAGING WORKFLOW



DISTRACTIONS 
•Personal Technology 

•Email

• Social Media 

• IM

•Phone Calls

•Work Environment

•Other People

•You





MANAGING DISTRACTIONS

•Dr. Gloria Mark, Professor of Informatics at the 
University of California, Irvine, says that 
distractions such as these are both stressful 
and costly. She has found that it takes an 
average of 23 minutes for a person to fully 
regain his or her focus on a task after being 
distracted.

http://www.fastcompany.com/944128/worker-interrupted-cost-task-switching




MODULE EIGHT:
DELEGATING MADE EASY 

• If you work on your own, there’s only so 
much you can get done, no matter how 
hard you work. 

• One of the most common ways of 
overcoming this limitation is to learn how to 
delegate your work to other people.

• At first sight, delegation can feel like more 
hassle than it’s worth. By delegating 
effectively, you can hugely expand the 
amount of work that you can deliver. 





WHEN TO DELEGATE 



TO WHOM SHOULD YOU 
DELEGATE?



STEPS OF DELEGATION
• Identify the Need – think for a moment about 

something that you do that is important to your 

organization that you could or should delegate. For 

example – something you are good at, something that 

you are still doing after your last promotion, something 

that eats up a lot of time.

• Select the person to whom to delegate the 

responsibility, taking time to think through the persons 

capability, skill sets, and interests.

• Plan the delegation – before you delegate to the 







DELEGATION:

WHY before WHAT

WHY Him/Her?

WHY This Task ?

WHY Now?

What is in it for 

him or her ?



STEPS OF DELEGATION

• Hold a Delegation meeting outlining specific results 

to be achieved; any rules and limitations (such as budget 

or time involvement); the performance standards to be 

held to, etc.

• Create a plan of action, to include realistic, 

measurable, steps that can be used to measure success 

and accomplishment.





STEPS OF DELEGATION

• Review the plan with the person and reach an 

agreement.

• Implement the plan and offer full support.

• Follow-up by maintaining a positive follow-up system 

to be sure results are accomplished, but remember that a 

key to delegation, is to allow the person the freedom to 

accomplish the goal without you taking on the work.



KEEPING CONTROL



THE IMPORTANCE OF FULL 
ACCEPTANCE



PRINCIPLES OF EFFECTIVE DELEGATION

Effective

Delegation

Receiver Sees

As Forward Step

Know Expected

Results

Know Skills and

Abilities of People

Performance

Standards Are Known

Process Is

Equitable

Sufficient

Authority Given

Rules Clear

Help is Available







WHAT STRESSES 
YOU?









MODULE NINE: SETTING A RITUAL 

• Rituals and routines can 
actually help increase the 
spontaneity and fun in your 
life. 

• Because routine tasks are 
already planned for, you 
have more energy to spend 
on the tasks that will bring you 
closer to your goals and bring 
more joy to your life.



RITUALIZING SLEEP, MEALS, AND 
EXERCISE



EXAMPLE RITUALS



MODULE TEN: 
MEETING MANAGEMENT

• Few people look forward to 
meetings, and with good 
reason. 

• Too many meetings lack 
purpose and structure. 

• However, with just a few tools, 
you can make any meeting a 
much better use of everyone’s 
time.



USING THE PAT APPROACH



KEEPING THINGS ON TRACK



MAKING SURE
THE MEETING WAS WORTHWHILE





















TEAMSHIP







INTRODUCTION 

• Forming – team members are introduced to each other, each positioning 
from specialist Point of View 

• Storming – the team transitions from “as is” to “to be” y articulating shared 
outcome 

• Norming – the team reaches consensus on the “to be” process and the a 
shared outcome 

• Performing – the team has settled its relationships and expectations of each 
other with mutual accountability 

• Adjourning – the team shares the improved processes with others 



STAGED DEVELOPMENT OF TEAMS 

• Difficult. 

• Participants want to move to the Performing 

stage without passing through the first three 

stages. 

• The Forming stage is relatively easy. 

• The Storming stage is difficult , cause failure 

• Performing seems easy once the storming process 

is complete. 



WHEN TO END?

• The “Real” problem is how to identify when a stage 
is complete: 

• The team members agree that the stage is complete?
The team coach agrees the stage is complete?
The team simply moves on to the next stage? 

• Definition of the “exit criteria” between stages needs to be worked 
out prior to the team’s reaching the end of the stage. 



FORMING 

• The “polite” stage in which the team starts to form. 

• Everyone is trying to figure out what the team concept is, 
what their role is, how they are going to hang on to their 
power base. 

• Initial “silent” leaders may take the reins. 

• The team is usually positive – for the most part – for the initial 
meetings. 

• No one has offended anyone at this point yet! 



FORMING 
• Forming includes feelings and behaviors of: 

• Excitement, anticipation, and optimism. 

• Pride in being chosen for the project. 

• A tentative attachment to the team Suspicion and anxiety about the 
job. 

• Defining the tasks and how they will be accomplished. 

• Determining acceptable group behavior. 

• Deciding what information needs to be gathered. 

• Abstract discussions of the concepts and issues, and for some 
members, impatience with these discussions. There will be difficulty in 
identifying some of the relevant problems. 



FORMING 

• Because there is so much going on to distract 
members' attention in the beginning, the team 
accomplishes little, if anything, that concerns it's 
project goals. This is perfectly normal. 

• Exit Criteria? 



STORMING 

• Honeymoon is over. 

• Silent leaders may be clashing for control of the group. 

• They must become Team Members and give up their 
previous Command and Control Leadership paradigm 

• People disagree and may blame the team concept, 
saying it doesn’t work. 

• Management needs to do a lot of coaching to get people 
to work past their differences, may take separate 1-on-1’s 
with people. 

• Selecting high maturity members is a critical success factor 
for Teaming. 



STORMING

• Storming includes feelings and behaviors of: 

• Resisting the tasks mutually agreed upon by the team. 

• Resisting quality improvement approaches suggested by other 
members. 

• Sharpfluctuationsinattitudeabouttheteamandtheproject'schanceo
fsuccess. 

• Arguing among members even when they agree on the real 
issues. 

• Defensiveness, competition, and choosing sides. 

• Questioning the wisdom of those who selected this project and 
appointed the other members of the team. 

• Establishing unrealistic goals. Disunity, increased tension, and 
jealousy. 



STORMING 

• Little energy to spend on progressing towards the team's 
goal. 

• Beginning to understand one another. 

• This phase sometimes takes 3 or 4 meetings before arriving 
at the Norming phase. 

• Exit Criteria? 



DYNAMICS OF TEAM DYSFUNCTION

Rejection

Blame

Dislike

Denial Uneasy

Unfriendly

Unproductive

Unsuccessful

Individual Behavior

Te
a
m

 R
e
a
ct

io
n



NORMING 
• Starting to work well together, and has turned 

around from the “storming” phase. 

• They may start to “brag up” the team concept to 
others who aren’t in the team and will be very 
positive about their role/ team group. 

• Often, the team will bounce back and forth 
between “storming” and “norming” when issues 
crop up. 



NORMING 

• Norming includes feelings and behaviors of: 

• An ability to express criticism openly and constructively. 

• Acceptance of membership in the team. 

• An attempt to achieve harmony by avoiding conflict. 

• More friendliness, confiding in each other, and sharing of 
personal problems. 

• A sense of team cohesion, spirit, and goals. 

• Establishing and maintaining team ground rules and 
boundaries. 



NORMING 

• As team members begin to work out their 
differences, they now have more time and energy 
to spend on their assigned outcomes. 

• Exit Criteria? 



PERFORMING 

• Level of a high– performance team. 

• New projects and tasks and accomplished successfully

• Very seldom fall back into the “storming” phase. 

• Taking on new work on their own, and selling it to other 
teams. 

• New member or two with little trouble as far as regressing 
goes. 

• Complete self-managing team and require little, if any, 
external direction. 

• In many organizations, this can take 6 months or longer to 
reach this state this stage. 



PERFORMING 
• Performing includes feelings and behaviors of: 

• Members have insights into personal and group 
processes, and better understanding of each other's 
strengths and weakness, and how those contribute to 
the success of the team’s outcomes 

• Constructive self–change with mutual support. 

• Ability to prevent or work through group problems. 

• Close attachment to the team. 



PERFORMING 

• The team is now an effective, cohesive unit. You 
can tell when your team has reached this stage 
because you start getting a lot of work done. 

• Exit Criteria? 



ADJOURNING 

• The team briefs and shares the improved process 
during this phase. 

• When the team finally completes that last briefing, 
there is always a bittersweet sense of 
accomplishment coupled with the reluctance to 
say good–bye. 

• Many relationships formed within these teams 
continue long after the team disbands. 

• Exit Criteria? 



Round Color Played Score Cumulative Score

A B A B A B

1

2

3

4

CONFERENCE (IF TEAMS BOTH AGREE)

5

6

7

8

CONFERENCE (IF TEAMS BOTH AGREE)

9

10

PLENARY REVIEW



Group A Group B Score A Score B

Red Red +3 +3

Red Blue -6 +6

Blue Red +6 -6

Blue Blue -3 -3



GAMES 

• Survival 

• Baloons

• Bean in plates 

• Cards?

• Paper planes 

• Orange game 




