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  Your First Steps in Regaining Control Over Your Time at Work.
Dr. Jan Yager is a sociologist and author who got interested in time management the “hard way:” 

At age 20, she thought life goes on forever until one dies of old age.  And then her 23-year-old brother died from injuries sustained from an attempted robbery.

She became an expert on time management.  Dr. Yager has been the author of six books on this subject. 

Her book Put More Time on Your Side is a summation of her previous five books plus fresh insights about time management in your 24/7mobile device-connected world.

Below are three ideas we recommend for our leadership clients. 

                 Ask Five Questions at the Start of Every Day.
Much of our time is spent on organizational routine matters or responding to the urgent needs of others.

At the end of the day, how much time has been spent advancing YOUR goals?

Dr. Yager writes, “If you really want to get ahead, you need to learn how to carve out time every day for your own priorities.  It is the priorities you set for yourself and that you finish that will make all the difference….”  

Anton Chekov had a busy life as a physician and father, yet he made the necessary time to write the plays that would eventually be his legacy.

Focus on these five questions every day:

1.       What do I want to accomplish at work in the next 12 months?

2.       What do I want to achieve in my personal life in the next 12 months?

3.       What relationships do I value the most that I want to put time into?

4.       What is my purpose here on earth?

5.       What legacy do I want to leave behind?

We recommend you ask these five questions of yourself in bed just before you fall asleep.  Ask the same five questions in the morning just before you get out of bed.  

Our clients tend to have consistent answers to these five questions every day.   The five questions become key daily affirmations.  Are you spending your time advancing them or moving away from them?

                               I Do Not Have Enough Time!
Dr. Yager recommends placing a “Do Not Disturb” sign on your door or cubicle.  Take time to mediate, daydream, think, etc.  Your day may involve getting lots of little tasks done.  You still need to ask yourself Dr. Yager’s five questions every day.

Stuck in a cubicle?  Take a walk outside the building.  Try to leave your mobile device on the desk.  Does the weather make it impossible to go outside?  Try quietly sitting in your car without your phone and focus on the five questions.  Give yourself permission to daydream.

Working from home?  Consider turning off your mobile devices once a day to ask yourself the five questions.

At home with children?  We love the late Brandeis University psychologist Abraham Maslow’s idea of having a special cap you wear only when you want to be alone.  Instruct your children to pretend you are invisible whenever they see you wearing that cap.   Use the "cap of invisibility" if you work at home and the children are physically nearby.

For example, one of the authors purchased a red fireman’s hat. And when the hat was on his head, his daughter had to pretend he was invisible.  She thought it was great fun.
                                               I Am Overloaded with E-mails
Most of us are addicted to checking e-mail first thing in the morning.  Dr. Yager’s recommendation: stop it!

Focus on the priorities you articulated in the five questions raised earlier.  Focus on making a dent in one key priority first thing in the morning.  Work on that priority before checking e-mails.  You know that you will get sidetracked once you open your e-mail.  You will feel better having accomplished one key priority for yourself before you meet the demands of others.  Put yourself first!
One of this blog’s authors (Larry Stybel) is more creative in the morning than he is in the afternoon.  For the first thing he does in the morning, he focuses on doing the most creative high priority task of the day.   Only when he is finished does he check e-mail.

Spend time on the composition of the e-mail subject line.  If possible, include a time element in the subject line to help the reader prioritize the importance of your e-mail.  For example, “Need Your Response by 12 noon Los Angeles time Wednesday, September 11” is a more compelling headline than “Reporter media request.”  
The people you depend upon in your world are all deluged with e-mails.  To survive, they need to triage these messages.  Putting time in the subject heading helps them triage.
When receiving a request for a response, have the courtesy to let the writer know that the letter was received.  Unless a specific deadline is listed in the email, provide a time to respond that gives you the most flexibility.  For example, “Thanks for your e-mail.  I’ll respond within three weeks.”

       "I Don't Have Enough Time 
to Read a Book About Time Management."
Do you feel that you lack the time to read a book on time management?

Congratulations!  You just finished our blog on the subject!!  You are on your way.

Take the next step by reading his poem by Carl Sandburg:

“Time is the coin of your life.  It is the only coin you have, and only you can determine how it will be spent.

“Be careful lest you let other people spend it for you.” 
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