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'App'ointment's

By Harban Singh

TIME is probably the most vafuable
resource you have, after people. Good
time management is a fundarmentai
charactetistic. of good management. -
To understand time better, we must
agree on these accepted tenets of time
management: '
1) Time is priceless and time
is money. A delay in a new product
taunch can make or break an organi-
sation while lateness to delivering of
committed deadlines can increase the.
cost of the eventual-product, especially
when the items have to be sent by-air
instead of shnppmg them.

2) Time is unchangeah!e Whatev-
er time is “lost”, it is fost permanently. -

It cannot be recycled.

3) Time is the same for everyone
irrespective of your location, status or
ambition. It is the same 24 hours for
everyone.

4) Time can be “maximised” with

good tools and techniques. A person
who seeks “balanced fiving” would be
able to stretch it and able to differenti-
ate between quality and quantity.

the maximum.

Why then is it managed badly N N

by many managers and what are the .

“thieves” of time that we should take e

heed and avoid the pitfalls? Typical -
time wasters are as follows:" B
INTERRUPTIONS, This is essen-"

to the organisation, -

effective than a “rounding of several

" people”. Unless vital decisions need to

be taken, a meeting should atways be :
scheduled and structured to achleve

Indecision is costly to orgamsa-

tions and results in defays’in imple-~

mentation of projects and product
launches. .
E-mails are a perpetuation of the

importance of technology. But with.

spam, it takes a lot of a manager's-time
to attend to the miails. :
POOR PRIORITISATION OF - -

N

highest value tasks which he defines -
as the "A" followed by the "B
MEETINGS. Ineffective meetmgs, A
especially involving a lot of people, are |
a big Joss to many organisations when, -
there are incompetent leaders chairing .
meetings. Sometimes a memo, e-mail -
or call by the telephone cén be more "

: constantly foc

S accompllshmen
“other compone

-, -some of the i C
: tnces" of good time: management

full conitrol. of his tim We willlook at - .
epted. “best: prac-’ e

_“TASKS::Alan Lakein; the o emost

- time maniagement guru in his book, .
How to Control Your. Time and Youir: ere
‘use of time is a”

: Jkey componen to Suctess. He stresses

- the nieed to manage-your time,.to"

" tially caused by teiephone visitors and .
" employees which may riot add value

focus and direct your energy on-your -

ns:-The-ability to work on-
feto prmcnple) and..
g on th the priority .

START WITH THE MOST .
IMPORTANT TASKS. When you start

. with the-highest vallie, it is likely to -
give you control. You will first-need the’

-self- drscsphne to organise your work.

_Many successful execitives allocate-
. some time etther on the last day of the

. the'other hand, if a manage
" the most vital and critical A%
‘is likely to achieve more and his time

utilisation would be productive. .

hghter This meanis we should not
" . - hesitate to start a,big prolect‘ Plan’ and -

- convenient steps; setting ti
" deadlines for each phase, 2
- accomplish almost anythlng ‘and with
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your tlme effectlv

_ week or the day before the new work
‘week starts. They set their prrormes fon S
. the week ahedd. - °

BEING EFF]CIENT AND EFFEC-. -

, -TiVE Beinig efficient is doing things
“right or efficiently as opposed to bemg .

- effective which is doing the right ..
" things. n simple terms, an’ execut:ve :
can complete several tasks a day. But i
. he:works on only the "C" (least impor-:
“~tant) as most of us do sometlmes, then- .

organise, by breaking a b;g g
etable and
and you can

a lot less hassle than by trymg to do it

all at once

itemns; hé

ly

, READ MEMOS ONLY ONCE. Get
the news only once a day - in only one

form ~ read the paper or watch TV or

listen to the radio, but vary the form

~ 50 you don't get the news through
~one bias.

DELEGATE. A good leader dele-

 gates tasks that their associates can do.

In this way they will then be able to
spend more time on the biggest payoff

~tasks- MONITOR EVERY PROJECT.

' Every project has to have a realistic
‘measurable deadline and-has to be fol-

- lowed through until it is accomplished.

. Leverage on technology. Review all
“your projects and goals every week for .

* immediate action, where applicable.

PLAN YOUR HOLIDAYS IN AD- '
VANCE. “All work-and no play” adage

“ s all too familiar with us. An efféctive
" _manager seeks balapce in his life and - -
" this can-only be achieved if the leisure-

time with yourself or. family'is identified

~ earlier, Block time accordingly:

" The writer is a trainer and lecturer

specialising in human resource man-. "

‘agement: He can be-contacted at-
S sharban@pd farmg my:



