Lecture 2: Notes

Managi ng  your Time and Research Project
Overview

This lecture focuses on the various skills which you will need to bring into play, or to develop, in order to manage your time and project effectively. You should ideally put in some work on your resrach everyday (to an equivalent of two day’s solid work a week). It really cannot be filled in to odd half days at the weekend. This does not mean cutting off your social, domestic and active life entirely. On the contrary, you need these for balance to ensure you stay healthy and supported.
Review points:
TIME IS A FINITE RESOURCE IT CANNOT BE: STOPPED, REPLACED, STORED

Time Management is the process by which you take control of your time and use it do the things you want, or need to do. Good time management will improve the quality of your life because you will:

·     become less stressed

·     gain more personal and job satisfaction

·     produce better results – quality rather than quantity

·     have more time to think

·     have more leisure

· You can improve the way you mange your time if you understand how you use your time at the moment. You will then be able to pinpoint areas where your management of time can be improved and take specific steps to increase your control over time.

· But you can only improve your time management if you really want to. There are several techniques which you can adopt, but they will only work if you are genuinely committed to changing the way you approach your management of the time.

If you want to improve your management of time, you need to examine how you are using your time at the moment. The easiest way to do this is to record your activities over a period of time and then analyse the results.

You can do this by:

· keeping a daily time log

· completing time sheets

· making lists or notes of what you do , when , and for how long

Recognizing Area For Improvement

No one is perfect everyone wastes time to a greater or lesser degree. Sometimes this is a result of external factors, but more often than not it is down to you. There are many ways to lose time and some are more difficult to manage than others. However, if you are aware of ways in which you waste your time, you can take control of them and maximize your use of time.
Procrastination

Procrastination is a common way of wasting time. Everyone procrastinates at some time or other. For example, how often have you put off:

· dealing with an unpleasant issue or problem phone call?

· completing your written assignment?

· starting a difficult project?

Putting things off until tomorrow will reduce your performance. It can also become a habit, so you need to control it before it starts to control you.

Procrastinators can be grouped into:

· Doubters – who do not believe in their ability to do the job.

· Rebels – who want to show their control over themselves, others and the situation, by constantly fire-fighting and working to last-minute deadlines.

· Socialisers – who involve themselves in gossip, extended lunch hours and constant tea breaks.

You probably think you have a pretty good idea of how you use your time now, but many people have been surprised by the results of this analysis. The activities in this topic will help you to look at all aspects of time management.

The Feel Good Factor

When faced with too much to do or difficult challenges, many people find that the easiest thing to do is to concentrate on activities they enjoy doing. This given them the impression that they are being active and productive and is known as ‘comfort zone’ procrastination. Some people have great difficulty getting out of their comfort zone.

It is usually the case that the most challenging or productive activities are also the most difficult. So, if your want to achieve, you need to recognize and deal with any feelings of discomfort you have about any activity.

Setting Aims and Objectives

Time management is not about doing as much as possible. It is amount doing those things which achieve the required objectives. ‘Results come by doing the right things, not by doing things right!’ (Peter Drucker). Effective time managers match daily tasks with personal and business objectives and set out to achieve them.

Prioritizing 

Setting priorities will help you have a clear idea of :

· What should be done

· What should come first

· What can be put aside 

· What can be delegated

By setting priorities, you can make decisions about what has top priortity and should be done first. You can then avoid doing unimportant tasks (which do not move the business forward or achieve your personal objectives) when this would affect those tasks which are urgent and important.

Delegation

How often do you hear people saying ‘I don’t have time to delegate’ or ‘No one else could do it properly’? This is a sign of poor delegation. Good delegators give themselves more time to manage, build teams and motivate their staff. Poor delegators end up doing everything themselves and do not have time to manage effectively. Delegation does not always have to be downwards - it can also be upwards and sideways – but the direction it takes must be appropriate for the situation. 

Effective Delegation

· relieves you of routine

· gives you more time for planning

· extends your capacity to manage your time

· motivates and improves job satisfaction for those to whom you delegate

· develops teams spirit

· relieves boredom

· spreads the workload

The ‘ever-open door’ policy

Being available for everyone at all times might sound like that hallmark of an effective manager, but it can waste you a lot of time. Constant availability means constant interruptions. Interruptions are distractions and distractions prevent you from doing what you choose to do. Once you have been distracted, you may need to spend unnecessary time building up your concentration again.

The piled-high, messy desk

A desk or workstation covered in papers and paraphernalia can lead to lost time:

· starting and stopping things

· looking for buried files and paperwork

· thinking about where you should start

Influences On Your Control Of Time

By managing your time, your are taking control. This control is not only influenced by your personal attributes, but also factors like:
· the nature of your job

· the culture of the institution 

· your physical surroundings
The Pareto Principle

A key principle in time-management is the Pareto principle, commonly known as the 80/20 rule. A 19th Century Italian economist, Wilfedo Pareto, observed that the significant items in a group seemed to form the smallest proportion of that group.

· 20% of a workforce does 80% of the work.

· 20% of a document contains 80% of the relevant information.

· 20% of a company’s sales accounts for 80% of its profit.

Applying this rule to time management, 20% of your tasks may produce 80% of your results.

Are you concentrating your effort on the 20% of the tasks which produce 80% of your results?
Improving Your Control

There are several tips and techniques which will help you to improve your control over your use of time. They do not represent definitive answers, not will they all be relevant.
The answer to reducing procrastination lies in:

· accepting that you do it – you many only procrastinate in certain situation, usually in an area of weakness.

· recognizing when you do it – you many only procrastinate in certain situations, usually in an area of weakness.

· getting going – if you do nothing, you achieve nothing.

· making the second thing you do each day the thing you least want to do – difficult tasks are easier to tackle once you have achieved something.

· making a commitment – if you make a promise to someone else, you may motivate yourself and avoid the procrastination trap. 

Peak Time

To make full use of your time, you should be aware of your individual energy cycle. Your performance will have peaks and troughs during the day. Some people are at their prime in the morning and others in the afternoon or early evening.
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This is the most common cycle. When is your peak time? You can plot this by asking yourself:

when do I like/dislike: doing work?, holding meetings?, getting to the office / being in the office?

· when do I do my most productive work?

· When do I like to be with other people/alone?

Your day is a section of your life; a unit of your year, month, week. It is small enough to be able to schedule realistically. Set objectives that are:

· realistic

· achievable

· measurable

Planning Aids

Diaries are useful as a memory aid to identify appointments, meeting and specific dates. In order to identify priorities, deadlines and objectives, it is important to use time planning tools.

· daily, monthly and yearly planning forms

· action planning forms for use in achieving key personal development objectives.

· Key task forms

You should use some or all of these tools to help you manage your time more effectively.

Action Plan

The action plan is to help you consolidate what you have learnt from the session and to help you apply it to your work. The following questions will help you to think about what you need to do to improve your time management performance. Once you have answered all five questions, quantify this analysis in terms of:

· objective 

· action plan

· date for completion

