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Stop Managing Time To
Achieve Goals

By Patricia Haddock, Author and
Speaker Special To Smart Business Supersite

re you using your time efficiently? Do your

actions support your goals and job

regquirements? Checking items off ato-do list is
less important than performing tasks and activities
that support you. Doing alot is less productive than
doing the right things. In order to get what you want,
you need to produce results. You
do this not by managing time, but
by investing it to produce the
highest return. By adopting the
following strategies, you will save
time, reduce stress, and create
more of what you want. Y ou cannot fail. Y ou can
only succeed and achieve more than you ever
dreamed possible.

¢ Each week, review your goalsand link them
to your activitiesfor the week. This habit will
keep you on target.

¢ Ask yoursdlf if each activity takesyou closer
to your goals. Prioritize those activities that
contribute most to the achievement of your
goals. Don't give away your time. Life gives no
refunds.

Continued on page two —Managing Time
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Three Key RolesIn Team
Leadership

L eadership roles involve many skills, from being

agood compromiser, to functioning as the group
conscience by keeping discussion moving toward
the common goal. At your next meeting, try one or
more of these techniques.

1. Beacatalyst.

Jolt the group's creativity by asking probing
guestions. Prod reserved participants and get them
involved in the issues.

2. Be a gatekeeper.

Get the ball rolling and move the group off dead
center with techniques such as questioning,
repetition, or reflection. Learn to recognize when the
group is ready to move on to another point.

3. Beaharmonizer.

This involves more than being the peacemaker who
keeps the meeting friction-free. It also means
recognizing points of agreement and encouraging
supporting statements from different participants.

Martin M. Broadwell with Carol Broadwell Dietrich, The
New Supervisor: How to Thrivein Your First Year asa
Manager, Addison-Wesley, 1 Jacob Way, Reading, MA
01867

Quotes From The ‘Gipper’ —

"There's no limit to what a man can do or where he
can go if he doesn't mind who gets the credit.”

"Entrepreneurs and their small enterprises are
responsible for ailmost all the economic growth in
the United States.”
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ONE
MINUTE
IDEAS

DRUG/ALCOHOL
POLICIES REDUCE
LEGAL RISKS

Handling an employeewho is
abusing drugs or alcohol isvery
difficult. The author offerstips
for managing such a situation:

« It'salwayseasier to deal
with thistype of problem if
you aready have a company
drug and alcohol abuse
policy and procedures. Y ou
can learn more about how to
create such apolicy at the
National Clearinghouse for
Alcohol and Drug
Information at
www.health.org

+« You shouldn't try to handle
an employee drug or alcohol
abuse problem by yourself.
Get help from an outside
HR consultant, and plan
your confrontation with the
employee carefully to avoid
legal issues.

Source: Joyce M Rosenberg, AP as

seen in Smartbiz.com
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Ask yourself if each activity takes you closer to your goals.
Prioritize those activities that contribute most to the achievement of
your goals. Don't give away your time. Life gives no refunds.

Set deadlinesfor all critical activities and meet them. Thiswill
boost your self-esteem and establish your credibility.

Each day, plan your schedulefor the next day to support your
goals. Allow flexibility to handle "emergencies' by leaving room to
respond to last-minute changes. If you schedule your day too rigidly,
you will create unnecessary additional stress when things go wrong
and you have to juggle your plans.

Schedule creative or challenging activitiesfor your peak hours.
For example, if you are amorning person, schedule a negotiation at 8
am. and time to return routine calls at 3 p.m.

Do less. Spend your time doing those things that only you can do.
Use delegation to develop employees and help them grow so they
can take on more responsibility. When you delegate, don't follow the
person. Define parameters, guidelines, and expectations, then let the
person handle the task as he/she seesfit.

Take charge of interruptions. If someone interrupts you, find out
what they want, how long it will take to handle their need, and how
urgent it is. If possible, schedule atime later to address the situation
and ask the person to return then.

Plan phone calls. Make all outgoing phone calls at one time. Jot
down what you hope to accomplish before making the call. If the
person you are calling is out, leave a detailed message and provide a
call-back window so he/she can reach you. Don't allow yourself to be
put on hold; if you find yourself trapped on hold, put the call on
"Speaker" and work on something else while you wait, or hang up.

Set up paper flow to reduce the possibility of alog jam. Use
computer technology to create a paperless environment. Thisis good
for your productivity and for the environment. Hire an organizational
consultant to help you manage the paper flow that remains. It's easier
to set up a system to manage paper when it arrives on your desk than
deal with a mountain of paper that has piled up. Are you investing
your energy, effort, and time where you will achieve the greatest
results?

RightStaff is a full-service employment and recruiting firm specializing
in professional and non-professional, contract to hire and direct hire
replacement. Our networking contacts and expertise has helped to make
RightStaff one of the leading professional employment and staffing firms
in the Nation.

For more information contact RightStaff, Inc. at 214.953.0900 or e-mail
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