
Get an Early Start! 
Have you ever been ear ly for w o r k , 
and c o m p l e t e d a ma jo r (ask be fo re 
dead l ine? Fel l g reat , d i d n ' t it! As a 
result, you probably went through the 
day wi th such a charge that your work 
output was enormous and you went 
h o m e w i t h a sense o f real pos i t i ve 
a c h i e v e m e n t . W h y no t m a k e th is 
feeling part o f your regular life style? 

P u n c t u a l i t y is a v i r t u e 
prerequisite to success. 

tha t 

Just because we are scheduled to start 
w o r k at a s p e c i f i c t i m e , d o e s n ' t 
preclude the idea o f gett ing a jump on 
our activities by being there early. The 
ol t l saying alx>ut the early bird catching 
the w o r m has a great deal of merit, and 
w h e n y o u b a l a n c e the s l i gh t 
i n c o n v e n i e n c e ( m o s t l y a ma t te r o f 
attitude) of having to get out of bed a 
l i t t le ear l ie r against the measurab le 
increase in the quality and quantity o f 
our output you w i l l be startled at the 
Ix-nefits in that early start. 

Y o u are a lso in a n e n v i r o n m e n t 
r e l a t i v e l y f r ee o f i n t e r r u p t i o n a n d 
distraction: whi le you have had an easy 
n i n in to w o r k and are creat ing, your 
o the r w o r k associates are no d o u b t 
snarled up in traffic or rushing around 
faring their t ime is going t<x) fast. 

Wh.it about meetings? Have you ever 
attended one that started on time? It is 
.1 power fu l motivational tcxil to get into 
the habit o f starting all meetings and 
pro jec ts o n t ime , or even ahead o f 
schedule. 

Develop & Defeat the 
Deadline! 
W h e n e v e r y o u dec ide an ac t iv i ty is 
important enough to begin, develop a 
p lan o f attack to defeat the deadl ine 
you have determined for comple t ion . 

By establ ishing a speci f ied 
t ime l imi t , you w i l l greatly 
expedi te comple t ion o f the 
ac t i v i t y . Be sure to a l l o w 
you rse l f su f f i c ien t t ime to 
comple te the task, yet not 
t o o m u c h t o a l l o w 
procrastination. 

For meetings, establishing a 
deadline for the meeting to 
end w i l l prove beneficial. I f 
m e e t i n g s d r a g o n 
i n d e f i n i t e l y , i m p l e m e n t 
deadlines. I f you can't cover 
business qu ick ly , then you 
are d o i n g t o o m u c h , 
s p e n d i n g excess i ve t i m e 
d i s c u s s i n g i n s i g n i f i c a n t 
d e t a i l s , o r s o m e o n e is 
c o m i n g t o t he m e e t i n g s 
unprepared. A good idea to 
help deflate the ever-present 
"wind-bag" is to establish a 
d e a d l i n e fo r deba te o n a 
g iven top ic , then stick to 
your deadline! Committees 
can also serve as a great 
t ime saver by expedit ing the 
decision making process. 

Avoid the Telephone 
Trap! 
Al though the telephone often serves as 
a tremendous t ime saver, frequently it 
y ie lds just the oppos i t e ef fect . Th is 
dev ice can be regarded as a fa i th fu l 
servant or a downr ight pest, and your 
at t i tude towards your te lephone w i l l 
probably dictate how you treat it and 
how you use it. 

Your telephone never rings, according 
to one o f Murphy 's laws, unless you 
are: 

- wa l i ng out o f the room w i t h arms 
ful l o f stuff 

- o n the w a y to an u rgen t ca l l o f 
nature 

- reaching the end o f a long, complex 
mental calculation 

- h o p i n g it w o n ' t r i n g at tha t 
moment 
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There are two elements to phone calls: 
those inward, and those outward. To 
start with, w e cover the calls you make, 
and offer a vaccine in two doses which 
will help minimise the pain inflicted by 
the telephone: 

a) get organised before you make 
calls, and 

Eradicating Time Wasters 
R. Alex Mackenzie author o f " H o w to Make The Most o f Your T ime" , in an interview 
for "US News and Wor ld Report l isted these items as "the 15 l ead ing t ime wasters". 

1 . Telephone interruptions. 

2 . Visitors d ropp ing in w i thout appointments. 

3 . Meetings both scheduled and unscheduled. 

4. Crisis situations for w h i c h no plans were possible. 

5 . Lack o f objectives, priorit ies and deadlines. 

6. Cluttered desk and personal disorganisation. 

7. I n v o l v e m e n t i n r o u t i n e and detail that s h o u l d b e de legated to others. 

8. At tempt ing too much at once and underes t imat ing the t i m e it takes to d o it. 

9. Failure to set u p clear lines o f responsibi l i ty and authority. 

1 0 . Inadequate, inaccurate or delayed informat ion f rom others. 

1 1 . Indecision and procrastination. 

1 2 . Lack o f or unclear communicat ion and instruction. 

1 3 . Inabi l i ty to say "NO" . 

14. Lack o f standards and progress reports that enable a leader to keep track o f 

possesses: consequently freeing more 
time for other endeavours. 

Inward calls are the unpredictables, 
and as y o u c a n n o t contro l w h e n 
p e o p l e call y o u , the e x a m p l e s of 
Mr. Murphy's law can be referred to 
again. The rule with these calls however, 
is to treat the caller as you would have 

them treat you. It is courting 
d i sas ter for e x a m p l e , to 
i n d u l g e in soc ia l chatter 
when you're on a deadline. 
Be concise in what you say, 
and if you have to hunt for 
information cut the call and 
ring back when you have it. 

developments. 

1 5 . Fatigue. 

One school of thought that 
is increasing in popularity, is 
to h a v e m e s s a g e s taken 
from your inward cal lers 
and you can return the call 
w h e n y o u have the 
information available, and 
when you are scheduled to 
make your group of calls. 

b) m a k e all your cal 
given time period. 

s w i t h i n a 

Getting organised before calling is not 
a difficult task - it s imply invo lves 
p lanning . Out l ine the t o p i c s to be 
covered. Highlight key ideas. Have any 
necessary reference material within 
reach. Cover all the topics at the same 
time - why te lephone s o m e o n e four 
times a day? Begin your conversation 
by prefacing it with the fact that your 
time is important. The time you spend 
in preparing your calls will be repaid 
once you become actively engaged in 
phoning your associates. Making your 
calls in one or two sessions daily will 
appreciably save time by keeping you 
from hav ing to c h a n g e act iv i t ies 
frequently. The mind functions best on 
o n e act ivity at a t ime . Thus , by 
grouping calls , y o u will be able to 
better u s e the ta lents y o u r mind 

But h o w d o you handle a 
caller w h o just refuses to 
quit? This sort of person can 
b e a real turn-off w h o 
wastes their time and yours. 
You could cut yourse l f off 
in m i d - s e n t e n c e and let 
them think the operator has 

p u l l e d the p lug , but that's o n l y a 
respite until they call back and then 
you'll really get an ear-pounding about 
te lephone services. You can have an 
associate cut in on an extension and 
announce a toll call on the line, you 
can slowly screw up a piece of paper 
in front of the mouthpiece and shout 
back about a bad line, but the best way 
for a lasting effect is to be firm but 
p o l i t e and tell t h e m your t ime is 
important to y o u and y o u have a 
conference/appointment/caller/meeting 
and you'll have to go. If the caller is 
important enough, they'll understand: if 
they don't understand they aren't t(X) 
important. 

Quoted from 
Manager in You 
New Zealand JC Corporation 
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