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Objectives:

 The participant will be able to identify barriers
to effective time management.

 The participant will be able to identify
strategies to support effective time
management.

e The participant will be able to implement
effective time management strategies in their
personal and professional lives.



ICEBREAKER




“Time is free, but it’s priceless.

You can’t own it,
but you can use it.
You can’t keep it,




Why Time Management?




Barriers to effective time
management

* Disorganization

e We are “YES” people...

e Multiple “fires” throughout the day

e Social Media/Internet

e Stress

e Anxiety that | don’t know how to do this!



Eat That Frog!




Eat that Frog!

“The first rule of frog eating is this:
If you have to eat two frogs, eat the ugliest one first.
The second rule of frog eating is this:

If you have to eat a live frog at all, it doesn’t pay to sit
and look at it for very long.”




Strategies




Plan day in advance

to 12 minutes to plan your day...

| and use it.




80/20 rule

to Principle




Three questions for maximum
productivity
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Creative Procrastination
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mall tasks
-value activities

legate, defer and dump!




ABCDE Method
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Activity: Law of three

Quick list method
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ant goals in life right now
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Chunks of time
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Sense of Urgency

velop one!
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not a master
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Practice!

 Practice makes perfect!

e Use these tools until they become second
nature to you... Time Management as a habit!
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APPD Fall Meeting 2016
Workshop - Time Management: Eat the Frog!

e Make a list.

e A = Most important (A-1, A-2, A-3, etc.)
e B =“Should do” tasks

e C="“Nice to do” tasks

e D=“DELEGATE”

e E =“Eliminate”

Day 1: Make that list!

Day 2: Work on A today

Day 3: Work on B

Day 4: Work on C, | know it’s not easy
Day 5: Work on D — who will it be?

Day 6: Work on E, it’s got to be freeing!
Day 7-29: Are you implementing your list?

Day 30: How did it go?!
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