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1
choose your personal priorities


To get started with time management and get the most from your life you need to imitate successful people and visualize how you want your life to be. Here you will learn about the 80/20 rule that means that you should spend the productive 20 per cent of your time working towards your goals. You can start taking control by defining the key areas of your life and deciding what you want to achieve in them. Find out how writing down your main goals and breaking these down into manageable objectives and achievable steps can make reaching your goals easier. Learn how to timetable these objectives and steps into your days. Above all, this chapter will encourage you not to be afraid of visualizing goals that you only dare dream about.



Where are you going?


Like most people you probably take a short-term view of your life. You want to get your work done and get home and have enough time to enjoy yourself. But unless you take a longer view and know where you want your life to go, you cannot plan how you will get there.


You probably live your life in a rush. You rush to get to work, the work piles up, you always seem to be dashing about and never seem to have time to do everything. You probably have times when you feel overwhelmed by the amount you have to fit into your day. You find yourself reacting to other people’s demands, interruptions and phone calls instead of controlling your life. This can make you feel stressed, tired and depressed.


But look at the successful people you know. How do they fit so much into their lives but still remain on top of things? The saying ‘If you want something done, ask a busy person’ fits them well. Yet they never seem overwhelmed by everything. They can fit so much in because they have a clear idea of what they want and where they are going in life. They also have a clear idea about how they are going to achieve it.


By having this clear vision of the future they become successful, busy and happy because they are controlling their time in order to achieve their aims in life. Just as a company with no overall vision founders in the market place, so you will founder in your life unless you know where you are going.


The 80/20 principle


Did you know that only 20 per cent of your time produces 80 per cent of your work, or that 20 per cent of your work achieves 80 per cent of results, or that 20 per cent of managers do 80 per cent of the work, or … Examples of this principle are found everywhere. It is also called Pareto’s Law after the Mr Pareto who discovered this interesting ratio.


What this means to you is that just 20 per cent of your time deals with productive activities. The other 80 per cent is lower priority or unnecessary.


This shows the importance of working out exactly what you want from life. Once you have defined your goals you must make achieving them the highest priority and use that important 20 per cent of your time and effort on them. That way you will achieve more with less effort.


Your goals will help you prioritize. If something helps you achieve your goals, is an objective or step on the way to one of those goals, then it is high priority. Those important steps will make up the 20 per cent of your work. Put most of your effort into them. The other 80 per cent can be done later, delegated or ignored.


Start taking control


You need a clear idea about how you see your life in the future. Instead of responding to life by giving in to the demands of others, reacting to crises, or simply doing things out of habit, you can control your life. But to do so you need to know what you really want.


What do you want to be doing in five years, ten years, twenty years? What do you want to have achieved by the time you retire? How do you want to spend your retirement? Aim to make your life as much like your dreams as possible. Defining your goals and objectives in life will help you achieve your dreams – or at least go a long way towards them. By defining your goals you can organize your life accordingly. At first it might seem as if you can’t fit everything in. But trust me – if you know clearly where you want to get to, the journey will be much easier.


Take an hour to write down your hopes and dreams – all the things that you want to do, however silly they seem. Include dreams and ambitions that relate to the all the key areas of your life, both professional and private.



Objectives or major tasks


Now that you have your goals sorted out, write down what you need to define the objectives that will help you to reach them. Record everything you need to do to achieve them. For example, in your key area of work, the objectives you need to achieve to become chief executive might be:




	Get promotion every three years for the next nine years.


	Impress the board with my financial acumen.


	Get known around the company.





Minor steps or tasks


Each objective can be broken down into smaller steps. For example, the weekend away would involve:




	getting holiday brochures


	booking weekend


	arranging baby-sitter


	arranging travel.





These smaller steps can be slotted into your days. By breaking down each goal into objectives, and then into small, achievable steps, you can accomplish them bit by bit.


Prioritizing your goals and objectives


Once you have decided what your ambitions are (your goals), however surprising, and have worked out what you need to do to achieve them (your objectives), you need to prioritize them.


This is important because you want to make sure that, when you decide to do something, it contributes to one of your goals or objectives. Some of these priorities are more important than others, so number your lists in order of importance.


Everything you do from now on should contribute in some way to one of your goals or objectives. If it doesn’t, why are you doing it?


When making choices ask yourself ‘Will it help me reach my goal in this area of my life?’ At work the goals will be specific and you should get into the habit of asking yourself ‘Will doing this help me achieve this objective?’ By doing this you will do the things that most contribute to your goals and the other things will be delegated or done later, or even not at all. So you are already starting to utilize your time more productively.


Yearly, monthly and weekly goals


The goals you have chosen are what you want to do with your life and the objectives you are aiming at will help you achieve those goals. Now think about your goals in shorter time spans. What do you want to achieve by the end of the year? By the end of the month?


Write down your aims and prioritize them. Then break down each aim into smaller steps and prioritize these also. This way you can see everything that you need to fit into the coming time.


Once you have got that sorted out do the same for your weekly goals. Divide each goal into the steps you need to take to achieve it and prioritize them.


So, a goal in your key area of work might be to become chief executive. An objective that contributes to this might be to get promotion within two years. The steps that help you reach your objective might be: to pass the qualifying exams; to impress the interview board; to impress your bosses. Even smaller tasks that contribute might be: go to revision classes; study past papers; learn exam techniques; take classes in interview techniques; read company reports and newsletters; complete a major project on time; present new proposal; help with Christmas concert.


Write your goals at the front of your diary or planner so that you always have them in front of you. Look at them every day and reassess them every year. Your values and goals might change. If so, you need to take account of these changes when working out your objectives and tasks.


What you are doing is working out a strategic plan. You are devising plans to help you reach your goals and working out stratagems for achieving those goals. That is the way successful people work.





2
how much time have you got?


Before you can plan your days you need to know how much time you spend on each activity. Discover the advantages of keeping a time log for a few days. You will need to be honest and include all the minor activities that make up your day. You will probably be surprised at how much time you spend on activities that don’t help you reach your goals. When you know exactly how long you spend on everything, you can see which activities to eliminate and how to plan your time. Learn how to prioritize by using a simple matrix. Once you know how you spend your time you can introduce tasks that will be goal-orientated. Turning activities into habits will increase your productivity. Remember the importance of taking time out; your timetable should include some leisure time and health activities.



Do you know what you do?


It is easy for me to say ‘Reorganize the way you use your time and you will become more effective and efficient’. But how can you do so unless you know exactly what you do with it now?


I expect you know more or less what you do with your time for each day of the week. For example, you can tell me that on Saturday you get up, have breakfast, go shopping, visit your aunt Jemima, have lunch, go swimming, have supper, go to the cinema and go to bed. But can you tell me how much time you spend on each of those activities? And what about all the smaller things that fill your day, for example reading the papers, having coffee, chatting with friends – can you remember what they were and how much time you spent on them?
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