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Why Me



Overview

1. Discuss factors that impact time 
management, productivity, and efficiency

2. Identify what is truly needed- Essentialism
3. Increase productivity by:

a. Eliminating barriers
b. Increase efficiency
c. Delegation



What are we talking about really?

• It’s not possible to 
‘manage’ time

• Increase organization and 
efficiency

• Remove stress and 
obstacles

• Be at peace with how you 
are spending your time

• Move toward work-life 
harmony



Activity

• Write down 2-3 things that stress you out as a 
result of feeling like you don’t have enough 
time. 

• Write down 2-3 things that you would like to 
be different about your life as a result of 
putting effort toward time management



The Gap
What you have

• Feel overwhelmed by workload

• Difficulty diving into complex 
tasks

• Can’t say no

• Doing tasks that others could 
do/fixing all the problems

• Don’t feel in control of your 
time/tasks

• Do not feel balanced in 
work/home life- bringing work 
home all the time

• Spending time on staff drama, 
fixing mistakes, covering shifts, 
odds and ends

• Being micromanaged

What you want

• Work on important projects 
without interruption

• Have more control over 
how you get your work 
done

• Find time for self/work-life 
harmony- respect my time 
off

• Be efficient, delegate,  be 
more organized



Strategy- Find out where you are

• Determine:

– Your ideal focus time

– Where is your time going?

– What are your time wasters?

– What are your barriers?
• Open office space

• Lack of control in minimizing interruptions



The Big Secret



Essentialism

• “I can do anything but not everything”- Stop 
trying to do it all

• “Only a few things really matter” Distinguish 
the vital few from the trivial many (What is 
the one thing that if done, eliminates the 
need to do the other things?)

• “I choose to”-Prioritize your own life or 
others will



Choices

Essentialism: Doing nothing and doing everything are both signs 
of learned helplessness

Do not give away your power to choose.



Essentialism

• Evaluating options- score 0 to 100- below 90 
is no 

• “If I didn’t have this opportunity, what would 
I be willing to do to acquire it?”

• “Which problem do I want?”



Urgent Versus Important

• Urgent: Put us in reactive mode, feels like you 
must do it NOW.

• Important: Contribute to our long term 
mission, values and goals. 



Urgent Not Urgent

Important Staff calls out or quits
Medical emergencies
Computer/Server/Phones down
Strategy: Do it, Delegate it

Development meetings and staff 
training
Team Building
Strategic planning
Reporting to owner
Professional development
Relationship building
Business development-
expansion
Company culture
Strategy: Plan and Prioritize

Not 
Important

Personality conflicts
Client or staff perceived urgency
Interruptions
Low priority calls and emails
Some reports
Strategy: Minimize, delegate, 
outsource, or eliminate

Some kinds of organizing
Escapes- social media
Busy work
Gossip
Strategy: Don’t do it



“Things which matter most must never be at the mercy 
of things which matter least” 

– Johann Wolfgang von Goethe

• We get hijacked by ‘urgency’- constantly

• This is why we can work so hard and get so little 
accomplished

• The most important time you can spend is in the 
nonurgent/important quadrant, this is where progress is 
made

• Lack of time in the nonurgent/important quadrant increases 
the urgent and nonimportant demands



Productivity-Focus

• Track it- analyze for productivity

• Ask other people

• Plan large projects for focus time

• Energy troughs-

– Plan to get out and walk, make phone calls, or 
stop and come back later. 



Productivity- Guard your focus 
time!

• Have a plan going in

• Tackle the hardest things first

• Don’t get derailed by trivia, email, or 
interruptions



Eliminate Time Wasters

• Email

– Concise, descriptive titles, calls to action and deadlines

– Checking/notification- check in blocks, turn off notifications

– If you have to scroll it should have been a phone call

• Interruptions

– Email/Social Media/Texts/IM-Chat/Drive-by/Calls

– Turn notifications OFF

– Tons of time wasted in focus recovery after interruptions (7-25 
minutes)



The Myth of Multitasking
We can switch tasks quickly, but can’t pay full attention to two things at 

once
Organization and full attention and focus on current task increases efficiency

Ineffective multitasking:
• Scrolling through email while on the phone
• Moving from task to task without finishing- requires recovery period, reduces 

productivity.

Background tasking: 
• No focus or thought needed
• Repetitive or mundane daily activities
• Reading a book while on treadmill
• Laundry while on phone call



Be Proactive- Plan

• How do you plan your day/week/month/year? 

• Don’t let it bounce around- write it down!

• Goals- articulate and track progress

• Work from a list- 25% increase in productivity

• Build in time for the unexpected



How to Say No

• What makes it hard?

– Proving yourself

– Want to help

– Afraid of conflict

– Fear of seeming selfish

– Task oriented



Saying no
• Remember the why (essentialism)
• State when it doesn’t meet your 

needs/fit into your schedule at the 
moment

• Be brief/honest/respectful
• For the boss: state what will not 

happen if you do that
• Are you making the decision from 

a place of power or fear? 



Stop putting out fires
– Celebrate risk taking and idea sharing- brainstorming 

sessions/Expect solution oriented behavior

• Make it OK to fail

– Cross functional problem solving teams or task forces

– Power questions!

• What have you done about this so far?

• What do you want me to do with this information?

• What outcome do you want to see? 

• What do you think is the best way to proceed?

• Where do you think you can you find that 
information?

• What have you said to ___________ about this? 



Efficiency- Simplify communication

• Be direct and concise

– Avoid back and forth in email, save for discussion

– Plan discussions 

– Encourage direct concise communication from all

• Listen- don’t miss anything

• Calm down first



Efficiency-Organize

• Make it a continuous improvement goal

• Spend time on simplicity and organization every 
day

• Simplify your system- make it yours, make it easy

• Take advantage of ‘purging mood’

• Reduce, reduce, reduce

• Identify points of inefficiency and address



Delegate

• Your team is plenty capable and likely willing 
to get involved

• Be specific about outcomes, let them do it 
their way 

• Give them time

• Match tasks with interests and talents

• Focus on what you and only you need to do



Recap
• Identify factors contributing to not having 

‘enough time’

• Practice essentialism- only a few things matter

• Increase productivity with focus, eliminate 
distractions, organize

• Delegate to and empower others



Resources

• Books
– Essentialism: The Disciplined Pursuit of Less- Greg McKeown
– Getting Things Done: The Art of Stress-Free Productivity- David 

Allen
– Eat That Frog!: 21 Great Ways to Stop Procrastinating and Get 

More Done in Less Time- Brian Tracy 

• Applications
– Evernote
– Remember the milk
– RescueTime


