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This book is dedicated to
those who would like to manage better
but are too busy to begin.
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Making Time


Time is a finite commodity. To literally ‘make time’ is not possible; however, you can certainly get more done in the time you have available. Once time has been spent, it can never be recovered. When it has gone, you have even less time to do what you want to do. But with a little dexterity and a fair following wind, you can certainly get more done in the time that you have at your disposal.


Everyone has the same amount of time available. Most people admit that they do not have enough time, yet some of them manage to get much more done than others. Understanding why this is the case plays a vital part in managing your time more productively.


To save time, you need to spend a little time up front. If you do not take some time to work out what you are trying to achieve on a daily basis, you will only waste more time.


This book looks what you can do, if not to make more time then, at least, to make the most of it.
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1. Wasting Time


Nobody likes to think that they waste time, but not only is it easy to do so, half the time you may not even realise you are doing it. Here are some examples:


•   Going over the same ground twice because you have forgotten something the first time round.


•   Only achieving half of what you had planned for the day and not knowing why.


•   Wondering whatever happened to the best part of the day.


•   Seeing your list of things ‘to do’ getting longer and longer.


•   Seeing your ‘pending’ tray get larger.


•   Not being able to find that essential piece of paper when it you need it.


•   Spending time looking for something in the wrong place because you cannot remember where you originally put it.


You may recognise some of these symptoms which chiefly relate to poor self-organisation. In the shortterm, most people can get away with not being too well organised. In the longer-term, this can end up as a serious problem.


What is Getting in the Way


Working out how to make effective use of your time requires you to examine some of the things which may be getting in the way.


Much of the secret of managing time has to do with how well organised you are. If you have scant regard for administrative procedures, you will probably find the idea of being organised rather a nuisance. But in fact, being well organised will help you save large amounts of time – always provided you do not become so obsessed with devising systems to save time, that you end up wasting it.


Finding the Cause


To manage time well, you need to be honest with yourself. Ask yourself these questions and answer them as truthfully as you can.


1.   What do I do that need not be done at all?


2.   What do I do that could and should be done by someone else?


3.   What do I do that is taking longer than it should?


4.   What do I do that wastes other people’s time?


Your answers to these four questions provide you with the cornerstone for making the most of your time.


1. Doing things that need not be done at all. This is a very common way of wasting time. Not only are you producing things that you do not need, you could also be producing things which no-one else needs either. For example:


•   You (or others) are still doing something unnecessary because it has always been done that way since anyone can remember. Do you know what happens to this work? Is the output genuinely useful to yourself, or others, or does it simply get filed or stored and never looked at again?


•   You still keep several sets of books into which transactions are laboriously entered – just in case.


•   You are still running a manual system after it has been computerised simply because you do not trust the new system.


All these activities are inevitably wasting time, and also do not contribute very much to your overall output.


2. Doing something that could and should be done by someone else is tempting, especially when it is work which you are, or have been, good at. But if you do not delegate certain tasks you will have less time to devote to managing. It often seems quicker to do something yourself than to spend time delegating it, and even when you have delegated a task you may find it difficult to resist the temptation to keep stepping in at the slightest hint of a difficulty. But if you do, you face further time-wasting situations because:


•   You will be spending your time doing something which someone else is meant to do.


•   People will learn very quickly that if they have a problem you will sort it for them.


•   You are not doing what you should be doing.


What is more, many will resent your help, while others will cease to bother trying in the first place. In the meantime, your own efficiency is at risk and you may end up having to delegate tasks for which you are responsible to those who cannot do them well enough – and who then need you to help them once more. So it becomes a vicious circle.
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