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Arabella Mocciaro Li Destri and Giovanni Battista Dagnino "Time and strategy :Towards -\

.a multitemporal view of the firm" Journal of managerial psychology, vol.ya NoA v ¥
Barker ,Bob and Helms , Marylin M. "Production and Operations Restructuring : Using-v
Time based Strategies ", Industrial Management + Data Systems , Wembly , Vol .ay, Iss.as

)44y

David J. Murphy and Martin T. Farris "Time-Based strategy and carrier selection ", - v
Journal of Business Logistics , Vol .y¥ ,NO ¥ , yaay

jorn — Henrik Thun and Peter M Milling and Sadao Sakakibara "PRODUCTION CYCLE -¥
TIME AS A SOURCE OF UNIQUE STRATEGIC COMPETITIVENESS ", First world
.conference on Production and operations Management , POM Sevilia ,y. ..

Richard D. Wilding and J. Michael Newton "Enabling Time — Based Strategy Through-»
Logistics — Using time to competitive advantage" , Logistics Information Management ,
Vol ¥ .Nimber y . 445

Rui Jacome and Jao Lisboa and mahmoud yasin "Time —based differentiation — an old -¢
strategic hat or an effective strategic choice : An empirical Investigation " , European
Business Review ¢y, y..¥

Slack and Levis "Operations strategy" , McGraw Hill ..y -v

Walters , David "Operations strategy", Palgrave MacMillan, y. .y -A
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Time to Market Improvement in Product Development Time to market excellence
depends on concurrent execution of not only engineering but all development activities. It
also requires clarity as to which type of time to market determines success depends in
your business Below are chapters that we have contributed to handbooks on the general
topic of time to market. All chapters are available for download as PDF files."Enhancing
Flexibility in Dispersed Product Development Teams," Chapter v (pp. vfs—ys¥) in Higher
Creativity for Virtual Teams, Steven P. MacGregor and Teresa Torres-Coronas, Editors,

Information Science Reference, v..v. This chapter explains how to maintain flexibility as
your team spreads geographically. Download it (va pp., vra KB)'Accelerated Product
Development: Techniques and Traps," Chapter vy (pp. yvr-1Av) in The PDMA Handbook of
New Product Development, Second Edition, Kenneth B. Kahn, Editor, John Wiley & Sons,
v..¢. An update of our book, Developing Products in Half the Time, emphasizing where the
major opportunities and pitfalls lie in a time-to-market program. Download it (s pp.,
vo-KB)."Techniques for Managing Project Risk," Chapter \v (pp. ¥-v-v\A) in Field Guide to
Project Management, Second Edition, David I. Cleland, Editor, John Wiley & Sons, v .¢. A
summary of the five-step technique in our book, Proactive Risk Management. Download it
(v pp., £+4 KB)."Concurrent Product-Development Teams," Chapter v» (pp. sa¥-#+A) in Field
Guide to Project Management, Second Edition, David I. Cleland, Editor, John Wiley & Sons,
v..f. An update of the chapter below emphasizing high-performance time-to-market
teams. Download it (o pp., 61YKB)."Concurrent Engineering Teams," Chapter vy (pp. fva-
fo+) in Field Guide to Project Management, David I. Cleland, Editor, John Wiley & Sons,
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vaaA. Describes how to set up a simultaneous development team and the vital elements to
manage. Download Concurrent Engineering Teams (v pp., #1KB) or learn more about
project managment."Cross-Functional Design Teams," pp. fa-or in ASM Handbook,
Volume y., Materials Selection and Design, George E. Dieter, Volume Chair, ASM
International, 1aav. As ASM is a society of materials professionals, this chapter puts
special emphasis in integrating specialists, such as materials scientists, into the team
effectively. Download Cross-Functional Design Teams  pp., \+-4KB).See related material

.on our cycle-time page
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Time management is the art of arranging, organizing, scheduling, and budgeting one’s
time for the purpose of generating more effective work and productivity. There are an
abundance of books, classes, workshops, day-planners, and seminars on time
management, which teach individuals and corporations how to be more organized and
more productive. Time management has become crucial in recent years thanks to the
vy, busy world in which we live. Time management is important for everyone. While time
management books and seminars often place their focus on business leaders and
corporations, time management is also crucial for students, teachers, factory workers,
professionals, and home makers. Time management is perhaps most essential for the
person who owns his or her own business or who runs a business out of the home.
Managing work and home responsibilities under the same roof takes a special type of
time management. An important aspect of time management is planning ahead.
Sometimes, successful time management involves putting in more time at the outset in
order to reorganize one’s life. Though many time management books and teachings
differ in their suggestions, most agree that the first step in efficient time management is
to organize the workspace or home. Even if one's schedule is well-ordered, but the office
and filing system are a disaster, time will be wasted trying to work efficiently in a
disorderly place. After cleaning, purging, and reorganizing the home or office, the next
step in time management is to look at all the activities one participates in during a week.
Every last detail should be written down, including the time it takes to shower, dress,
commute, attend meetings, make phone calls, clean the house, cook dinner, pick up the
children from school, take them to after-school activities, and eat meals. Also include time
for entertainment or exercise, such as driving to the gym, going for a walk, watching
television, or surfing the Internet. Often, when individuals write down every last activity,
they find that there is very little time left for sleeping. The end result is that many
activities must be pared down, eliminated, consolidated, or delegated. Prioritizing
activities on a scale of one to three — one being the most important and three being the
least — can help with this task. Lastly, good time management involves keeping a
schedule of the tasks and activities that have been deemed important. Keeping a
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calendar or daily planner is helpful to stay on task, but self-discipline is also required. The
most efficient to-do list in the world will not help someone who does not look at or follow
his own daily planner. Of course, the other side of the argument is to remember to live.
Get on top of your time management, get organized, and stay on task, but live your life.
Schedule some time off every day and at least one day off each week. Be organized, but

{do not be a slave to time management. {endslide
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Self-report Are you constantly at war with deadlines? Do you procrastinate? Maybe you
underestimate the amount of time a task will take to complete? Perhaps the way you
manage your time is the problem. Learning this skill can save you a lifetime of headaches
by allowing you to prioritize and plan tasks efficiently. Find out how well you organize your
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day by taking the Time Management Test. Examine the following statements and indicate
how often or to what degree you agree with the statement. In order to receive the most
accurate results, please answer each question as honestly as possible. After finishing the
test, you will receive a Snapshot Report with an introduction, a graph and a personalized
interpretation for one of your test scores. You will then have the option to purchase the

{full results. {endslide
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Management Tick, tick, tick ...No, it's not the beginning to - MINUTES nor is it the dreaded
crocodile coming to get Captain Hook. It's time moving on. College students often report
that their inability to manage their time is the biggest problem they face in college. Time
management is a skill few people master, but it is one that most people need. Do you
agree? Probably, since you are reading this right now. You have so many competing
demands on your time: friends, movies, studying lectures, home, relationships and on and
on. How can you come to grips with all of it? Most time management experts say that one
of the first things people need to do to manage their time is to determine how they spend
their time now. A tool for doing this is called a time audit. You may want to look at a
sample time audit to compare yours. Once you have completed a time audit you can
begin to change the way you manage yourself in relation to time. Did you catch that?
Time really can't be managed. You can't slow it down or speed it up or manufacture it. It
just IS. Time management is MANAGING YOURSELF when following some basic time

{management principles. {endslide
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Time management Developing time management skills is a journeythat may" {.st 3 <S5
begin with this Guide, but needs practice and other guidance along the way. One goal is to
help yourself become aware of how you use your timeas one resource in organizing,
prioritizing, and succeeding in your studiesin the context of competing activities of
friends, work, family, etc First: try our exercise in time management Strategies on using
time: Develop blocks of study timeAbout ». minutes? How long does it take for you to
become restless?Some learners need more frequent breaks for a variety of reasonsMore
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difficult material may also require more frequent breaks Schedule weekly reviews and
updates Prioritize assignmentsWhen studying, get in the habit of beginning with the most
difficult subject or task Develop alternative study places free from distractionsto
maximize concentration Use your time wiselyThink of times when you can study "bits" as
when walking, riding the bus, etc. Review studies and readings just before class Review
lecture material immediately after class(Forgetting is greatest within y¢ hours without
review) Schedule time for critical course eventsPapers, presentations, tests, etc. Try the
University of Minnesota's Assignment Calculator Develop criteria for adjusting your
scheduleto meet both your academic and non-academic needs Effective aids: Create a
simple "To Do" listThis simple program will help you identify a few items, the reason for
doing them, a timeline for getting them done, and then printing this simple list and posting
it for reminders. Daily;weekly plannerWrite down appointments, classes, and meetings on
a chronological log book or chart. If you are more visual, sketch out your scheduleFirst
thing in the morning, check what's ahead for the dayalways go to sleep knowing you're
prepared for tomorrow Long term plannerUse a monthly chart so that you can plan
ahead.Long term planners will also serve as a reminder to constructively plan time for
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MANAGEMENT First: try our exercise in time management Strategies on using time:
Develop blocks of study timeAbout »- minutes? How long does it take for you to become
restless?Some learners need more frequent breaks for a variety of reasonsMore difficult
material may also require more frequent breaks Schedule weekly reviews and updates
Prioritize assignmentsWhen studying, get in the habit of beginning with the most difficult
subject or task Develop alternative study places free from distractionsto maximize
concentration Use your time wiselyThink of times when you can study "bits" as when
walking, riding the bus, etc. Review studies and readings just before class Review lecture
material immediately after classForgetting is greatest within yf hours without review)
Schedule time for critical course eventsPapers, presentations, tests, etc. Try the
University of Minnesota's Assignment Calculator Develop criteria for adjusting your
scheduleto meet both your academic and non-academic needs Effective aids: Create a
simple "To Do" listThis simple program will help you identify a few items, the reason for
doing them, a timeline for getting them done, and then printing this simple list and posting
it for reminders. Daily/weekly plannerWrite down appointments, classes, and meetings on
a chronological log book or chart. If you are more visual, sketch out your scheduleFirst
thing in the morning, check what's ahead for the dayalways go to sleep knowing you're
prepared for tomorrow Long term plannerUse a monthly chart so that you can plan
ahead.Long term planners will also serve as a reminder to constructively plan time for


http://www.ghaemiyeh.com

109l VV andw www.Ghaemiyeh.com plgawl asdd (s\ak)y OExEAT 35)s ols) Cuyse

{yourself {endslide

WGy 9 @90 Bud (xild g yloy Cu e

S WL oo 0lej oy e L I TIME MANAgEMENt ... i, 5 G35 Do (2815 5 Ol Sy e ¢ vanais dlia
ol:da:.a“éf,l_;ug,wi.u‘ol_a,'qﬁuzgwow,ﬁowtm_z}s;bw‘su)lf,‘\d_;bcwlvfdu
s & Oy (g b go s 45T 05,8 Olem Slaial Sy e 6 pile O 0y ke olelST oIS 5l 1 S L
b iy 5 e 3 pST gl 5 358 oo S ol DLl (gl ol 55 5165 T poks DL 3 me O 2
wl g 0Ll 45 550 o 7 e Olaj Ly gk " Vool ol 555 5 385 e il Olej Sy pite ol ) o
3550 93 Bl odd pme 55 O ey s Gy 5 Bl 03, 5T BB (555 G35 Hsb a1y ol Cous &y e OLj 4 L 5 e
Lod a8 s (6 2t S sl (611 @ 5m5 L 6T o Sl Sl ailge  ulby STl oo la o gl gl il
SIS 31 S 1y Sl oS (sla SIS L5 oBomn 355 G ge o) Ty pite L5 Sl dal s o Sl STas bl | LT 0L
S Ko w5 8 e g Lo ALl Jae OT b 5 s e i3 1) s Sy il ol il S das oLl g
wils 333 (655wl 6K b 45T s b opl G Oles g J 287 55 b S35 e S ol ) sl b BB 0L ke
ﬁsqﬁw\@lgu\‘}.{msrgs@jxjdaw?\,;&J{Mwmﬁ;.ﬁf‘}wﬂ&wﬁ@wjr,.:p
ﬁ‘as@u\ou;c,ﬂ”u);ﬁ;y\.wu_@Jsu_:u&uMuj,gw‘oiwj,u)b&ﬁ,uuﬁb&\j<.u_<
=541 Hlha gy ol e (5,80 J s Ol 4 1 =l b e )5 2 el Sl S 6,8 1 S
S s e s b Caloy HLS 53 LSS dgmi iy lzes 6l DS ey et Ol e ol
Qééii‘-é—'ﬁ‘&Li¢--éQW‘Q)}M~‘§id)wgkj‘-w‘63%3@?6;“6;MJJOU§JK¢SJU~‘
bty e S e Ko slgmmd e 5 5 3 ol e 5 i ls Lgindgn 1 5 53 Ladd 45T Cnl e 045
S el S Ul g eSSl 4 Ol e 03,557 Gy ol S i 5 delly 2aST (G0, s dad Suls,
S50 5l (6 s O s o S 0355 o Sl & S8 Hle Kos Ssle 4 T Hlad 4 LSS 5 O jlbalgar 1 5
wmu\,}gﬁzL;L@uotf,tfk;,\_(@jd)uﬁ;mu;_w\sgﬂL;;\ob;@tw,;.;,.:@@mébs
68 95 &K S e 1S e (i a i azdls JUs 4 1y basldaul 355 5 OUSI Ol ki 51 a8T OLST,8 5s sl
SN 255 Slepdn 4 sliws 1 U UHS o pe 1y ol oS ol 25 5 lemmign 3 aid oSS (sl ible 5 a3
s S 53 55 SIS 5 slge e 5 Sl 18 5355 0y 5 S pled S8 5Lk 53 553 S5 L8 LIS (sl e 53 5 S
Fel Aty SLasl fale w4 oS 5lie Cu pde olelS 1S Lk Sldtis L Slemuar & 5 Sl g liiily; 5,5 53 ol
i DK 53 S S Glele b .l Oljle (F o5 5 030l gl le e o 5 81— dl p— (6,8 g — Ll
363l ,5b Y B 3 I8 e 1 Slesle S8l 5,18 Ayl 5 (5l s il e OlalS (STl s ke
A3 5368 5y dals s (o S )Lie (V138 el 05 (g0 0k s Sl 4 1) Sl LS Al
;\olﬁ.\_ﬁ(w.;,'\_w\.\_?r.a;\bouT&u)w&%;Hgaﬁgoﬁg)%,xséublwu,ous)\f
dal s lslen Sl b oSyl (F 5L anlS 55 Oy g a0 Olejle 0353 s il o7 wiSCn Jlial o8s &5 L
ol e O1KS5 (5w 31 45 ol b (slin p Slaks L VIS (sl (5558 (sl Slge JLES 25 LIS 53 S 5 0L S il

5 3 o Sl 4l 58 Sl s oa 3101 LIS Al 38 s sl Csllae ol8in S5 Lin (F 5,80 13


http://www.ghaemiyeh.com

1091 VA answ www.Ghaemiyeh.com plgawl asdd (s\ak)y OExEAT 35)s ols) Cuyse

Jo oy 5 b (31l o = U (G a4 e Gl 1S5l 1B (L (Siales s T30 0T 05 8
5l S bl = s oo Sl s eolinal 5 mi 6557 5T Slavansal 1l 53 (62l S s 5 g LI~ s
(ST okl T b oS s 4 (6350n 140+ a3 1 (kS Sy e J&r ) LT3 kST ke OUSLIS s 35
o man il (5555 5 p sl 3y b 0k 1y T O 2t 5 Sladst YIS OB S A 5 a5 5550 Sl bl 3
Lile e ol 51 OB ST o pame il 4l ol ) Cogllas Slads 5 st e VST Sl s gl Sleds 5 YIS O aws”
S Lk 4 sl Sleds 5 e GV 4l o D pl s i Gleds GV g5 8 0B 4 Sl s I
3l iy s b K o b Sl 5 0L ke Sl 5 a3l 03557 5 4 536 6 355 o Slelele Ol (oo
.gﬂw\rs,tﬁ_...,,,u,uw;j(.\f@L@?ama,“;uf‘5mj|,ut_w1‘51;_w\u>6@\?4;54_;}:51,{@0&‘6;%&15
S S5 S Sy e S0 Sle 4yl 0L e Sl USH Gas 5 a4 ol AT 3 81 5o iS oy i
as oo 0L pte 4 Y ClS L DU g 5 Sleds iS5 (oS s s S S L oS ol Sl (635 2
Sy ke asl by 51 SGl 0 &) il sl &G 5 b S 0 586,81 5 S e e 4y gl
|y omlio CaiS e o o 35,5 15 ata cpl s 1y Calides (sla ¢SS5 5 Lgdon Loy 385 457 Sl ol Ol i
G pote I Jots ol Sglize Kos Olojlo s Slasle 51,815 S &y e slgdibe |5 ST ol b 55 Olesle 61
SSN3ChS U8 (e e OT s (slin 5 &8ins (3L 551 0T (S5 08 (sl 45 ol it 51 SC kS
ol o8 a8 8 4 Wb Olejle a3 2dS Jew sl gl 45 das w0l 1y Sl Sl g Jids ol icls al5
Jgs a4 G 1y b s | Il s ol 6L a5 03 8 S5 5 s S5 L I S 4 accd J s
Caslby oy i o33 S N el o sl eSale oy i 55 e T I 0l 055 A OLES CoiS
AP kS Sy pte ol ezl S L e ol s Sl ol (S e Sy e e S " bl
xf\;gtgsqﬂmprgu)@o@g\)&\xg!,ﬁd&%p6,,1,om@\ou;us\xéwémuuuébp
35 QUL Ol o 5 3L 5> LS I pah 6l L p3Y 5 ST OUSLIEB l (on s 5258 (o0 i OlejLe
S S L O e 355 (oo sloty OLajla 53 (65 5l 3aial S poka oo 31kl Sy bt (s S U35 15 S
3555 1 3L dxtene 5131 L Lt Gl o SKan dins 3 8 emmes b |y dains Olze )8 (sla Solge ASlg o 10 o]
:\M\g;ijimwd\w}lﬁ-«{a!M@jﬁj&@euuljdgjvﬁ)\fgdpséuQLU'L,.:)J6.,\.:5
@L:;c))).pg-ﬁ\);vuf@nu;,ﬂ\;\m\;umwj\Syuf)tf@uju,auwomf\.vu.\f&”wu
3 oolal (F aslsazal Lo (Y Lasldazl Glor (V13,800 5 5315 25 i Hlgr slbaal Sy e i 1T (oo Sy 055
Copbe Lol (b (651l 51 (S b sldaial (g Codiad asliainl Ol basldazal 9357 CaidS (F basldazal &y e
;\w\;ﬁ;olma\.uﬁi;fgkéwuﬁg\)mbwcﬂdpuwggugs,;;ﬂ.up
355 gh o guims oidas G5l Ca o 853 5aS ) Ol 5 2003 35 s IS5 A o) 93 S el (ile 2 B
Olesl Lyl Js 15 0TI aS™ dial Olejle 51 ide L1y Caw g dmis 3131 15 50 i 51 (6,18 Sles 4 L5 i sy Js
A 5 4 Ain 3131 4SS sl 6y Collanil ()8 ame il ba Olejlo ples 23557 Olomet 43 15 OUT Jl 4o 53 45 Sl
&S Wl o3 g 39 9m (gl aws OTYY O3 b Olojle Ol 51t basldaiwl boam .5l 03,557 5 15 Oloyle ol b S ls 0 251
o A 53 03 33l Lok 5 Ol 53 g o)l gen gile Sl l i ST a5 5 e 5 oy 1 s 3131 (55130
Wl A8 5 L 3 ST il 55 dg Sl g (s T d}&\.@ibjus\jSéuﬁjlémdﬁcusbb


http://www.ghaemiyeh.com

109 V9 answ www.Ghaemiyeh.com plgawl aasid (s\al)y OExEAT 35)s ols) Cuyse

LS8 8 o Sl ol o5 e Ay Jl 53 0S8 680 ST b5 1l 5 Gl gl e J s
|y b ge L35 o) 5 b lielg OUT aan s &K -5 0BT aan 5 s OUT den S5 457 S o jLidy (g 5b Oldia 187
S Al o o)A s S ) sl b 331 a8 Gl ) ol (5 1SS age & S S o (J9 oLls (oo Alias e
Ot s e 5 4l ) Gla g pliieial I fage G e Ly Ll (0 S (Sl a4 AT s e OIS
8 sla Oyles Sl Dslate S Hlge basldazul Cu pie tlasldawl o e g oylsl . das ¢l>,..:\ Jala= 55 o b S Cwl ()8
T &5l (5905 4 sl 5 S o131 5115 oslial 2SI gz 4T A3 L O e 355 48 8 5L ol 5 ol O s
Ol pe 253 6T (Koo o5 Jlo (g o Jsmme 5 (308 IS 45 LSS (55 5b Condsn s 515 ol ol e 53
B bl ol e 0 1) 3T ST a5 (6557 55 pll ST 5 Sl il Slae oS ST (ol b g 4 1) s il
Sk 351 Oy e YN 05 (Slaila sl 3l ol jan 15 Ct8 5l ST 555 o)l &S 51l (o 40 457 L slitazad gl )
5 phisal 1y s o 2 Al e 351 O ke ST o 0l3l Olejlo 31 5 5 0303 53 1y baslazal (6 5 50 5 b 4 45 5,15
S et ol m G pike b o el 03 i s Ygama 5 530 e S Lzl tlaslaial Jlulid S i 1 6T
Sl O3 5 0150 b Sy 590 Il OS5 53 Sl @505 5550 Sy I ST SLalid |y dname 5131 glan ASls o
Sl S eslinal OUT 16550 5 b a0 15 (o LT Sy pits oS (o0 SO (S5 idls 3 55 (SLES )3 5 s
et LSS eslizal _pemo b 4 basliwzul cpl 51555 se Jljm e STYY 05 53 .05 (gl 03 g Camd (slasldazul
ST Sy (kS Ol )8 anig (slastazal il it 5131 pleal 1S Sy ke 3 S Al 15 ST ol <55

Time Management

Introduction

There's no such thing as time management! So why should you read the rest of this
handout? Because there is such a thing as self management and that's the key to making
time your ally rather than your enemy

There are only yr hours in your day, just the same as everybody else's. So how do you end
up frustrated, angry, behind in your work, and dead on your feet? Maybe because you
don't know how to use those vf hours to your advantage

Step -

If using your time wisely is a problem for you, you probably don't have a very good idea of
where it all goes. It just seems to go! A good place to start, then, is to keep track of how
you use your time. Get a Weekly schedule @vailable in the Learning Skills corner of the
Counseling and Testing Center's Career Library) and faithfully keep track of how you use
your waking hours for one week. The results will probably surprise you

Step -v

The next step is to pick up several more of these Weekly Schedules and do some
planning. You'll discover, among other things, that if you get seven hours sleep a night,
you have 114 hours per week to do everything you need to do. That, of course, includes
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going to class, eating, athletic events, social activities, personal hygiene, time-in-transit,
studying, student organizations, telephone and TV time, etc. Be sure to schedule time for
all these in your v14 hours. Then try sticking to your schedule for a week. This should give
lyou a good idea of where your real priorities are

Procrastination

If you have trouble, chances are there's a culprit lurking somewhere, dodging your every
move. Chances are this culprit's name is Procrastination. Procrastination masquerades in
a million disguises. Among the more common of these are: "One more day won't make
Many difference; I'll just put that off until tomorrow

It won't matter if I'm a few minutes late; no one else will be on time"

"I can't start on this paper until I know just how I want the first paragraph to read"

"I work best under pressure”

!'T'll watch just vo more minutes of TV"

Fill in the blank:" ! Interruptions

Learn to say NO once your priorities are set. Turning down an invitation doesn't mean
you'll never be asked to do something again. Weigh the consequences. Making a decision
based on what you know is best for you at the time, leads to greater respect from your
friends, not to a reputation as a party-pooper

Stay away from the telephone when you're trying to get work done. If it's really
important, they'll call back

Schedule / Plan Ahead

Use a monthly calendar to help you allocate your study time on the Weekly Schedule. At
the beginning of each quarter, spend an hour with your calendar to enter all important
dates. As you receive course syllabi, enter the dates for quizzes, papers, etc., on your
calendar. Then estimate the time needed to prepare for each of these. If your history
paper is due the eighth week of the quarter and it usually takes you four weeks to do a
paper, start work on the paper the second week of the quarter, allowing yourself an extra
week for typing and an extra week for disaster. If you stick to this schedule, you'll amaze
yourself by having the paper finished in the seventh week. The rule-of-thumb is "Plan
"ahead by working backwards

By counting backwards like this, you'll be surprised how well you're using your time and
how much better your grade will be when you're not under pressure. And, by being really
honest with yourself and taking account of all your priorities, you'll be able to go to the
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football game and not feel guilty

At the start of each week, transfer important items from your calendar to your Weekly
Schedule. This helps you to avoid things that might otherwise sneak up on you

Be sure to schedule time for your fitness routine and for study breaks. Your brain works
best when it has sufficient oxygen. Your concentration is enhanced when you go hard at a
task until you feel yourself fading. Then Break! A good rule-of-thumb is to work for fo
minutes and then break for 1vo. But watch yourselft More than yo minutes is more than a
tbreak

Conclusion

Suggestions such as these don't lead to enslavement by a calendar. It may sound awful,
especially if you're a skilled time mismanager. But it actually leads to a greater sense of
freedom and accomplishment because you're in control. That's all self-management is—-
managing your life more effectively. By following these suggestions, you'll be happier,
imore satisfied, and more productive. Try it--you'll like it
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Personal Time Management for Busy Managers by Gerard M Blair Time passes, quickly.
This article looks at the basics of Personal Time Management and describes how the
Manager can assume control of this basic resource. The "Eff" words The three "Eff"
words are [concise OED]: Effective - having a definite or desired effect Efficient -
productive with minimum waste or effort Effortless - seemingly without effort natural,
easy Personal Time Management is about winning the "Eff" words: making them apply to
you and your daily routines. What is Personal Time Management? Personal Time
Management is about controlling the use of your most valuable @nd undervalued)
resource. Consider these two questions: what would happen if you spent company money
with as few safeguards as you spend company time, when was the last time you
scheduled a review of your time allocation? The absence of Personal Time Management
is characterized by last minute rushes to meet dead-lines, meetings which are either
double booked or achieve nothing, days which seem somehow to slip unproductively by,
crises which loom unexpected from nowhere. This sort of environment leads to inordinate
stress and degradation of performance: it must be stopped. Poor time management is
often a symptom of over confidence: techniques which used to work with small projects
and workloads are simply reused with large ones. But inefficiencies which were
insignificant in the small role are ludicrous in the large. You can not drive a motor bike like
a bicycle, nor can you manage a supermarket-chain like a market stall. The demands, the
problems and the payoffs for increased efficiency are all larger as your responsibility
grows you must learn to apply proper techniques or be bettered by those who do.
Possibly, the reason Time Management is poorly practised is that it so seldom forms a
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measured part of appraisal and performance review what many fail to foresee, however,
is how intimately it is connected to aspects which do. Personal Time Management has
many facets. Most managers recognize a few, but few recognize them all. There is the
simple concept of keeping a well ordered diary and the related idea of planned activity.
But beyond these, it is a tool for the systematic ordering of your influence on events, it
underpins many other managerial skills such as Effective Delegation and Project
Planning. Personal Time Management is a set of tools which allow you to: eliminate
wastage be prepared for meetings refuse excessive workloads monitor project progress
allocate resource time) appropriate to a task's importance ensure that long term
projects are not neglected plan each day efficiently plan each week effectively and to do
so simply with a little self-discipline. Since Personal Time Management is a management
process just like any other, it must be planned, monitored and regularly reviewed. In the
following sections, we will examine the basic methods and functions of Personal Time
Management. Since true understanding depends upons experience, you will be asked to
take part by looking at aspects of your own work. If you do not have time to this right now
- ask yourself: why not? Current Practice What this article is advocating is the adoption of
certain practices which will give you greater control over the use and allocation of your
primary resource: time. Before we start on the future, it is worth considering the present.
This involves the simplistic task of keeping a note of how you spend your time for a
suitably long period of time (say a week). I say simplistic since all you have to do is create
a simple table, photocopy half-a-dozen copies and carry it around with you filling in a row
every time you change activity. After one week, allocate time (start as you mean to go on)
to reviewing this log. Waste Disposal We are not looking here to create new categories of
work to enhance efficiency that comes later) but simply to eliminate wastage in your
current practice. The average IEE Chartered Engineer earns about vyv,... pounds per
annum: about 1v.». pounds per hour, say \ pound every » minutes for how many » minute
sections of your activity would you have paid a pound? The first step is a critical appraisal
of how you spend your time and to question some of your habits. In your time log, identify
periods of time which might have been better used. There are various sources of waste.
The most common are social: telephone calls, friends dropping by, conversations around
the coffee machine. It would be foolish to eliminate all non-work related activity we all
need a break) but if it's a choice between chatting to Harry in the afternoon and meeting
the next pay-related deadline ... Your time log will show you if this is a problem and you
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might like to do something about it before your boss does. In your time log, look at each
work activity and decide objectively how much time each was worth to you, and compare
that with the time you actually spent on it. An afternoon spent polishing an internal memo
into a Pulitzer prize winning piece of provocative prose is waste an hour spent debating
the leaving present of a colleague is waste a minute spent sorting out the paper-clips is
waste (unless relaxation). This type of activity will be reduced naturally by managing your
own time since you will not allocate time to the trivial. Specifically, if you have a task to do,
decide before hand how long it should take and work to that deadline - then move on to
the next task. Another common source of waste stems from delaying work which is
unpleasant by finding distractions which are less important or unproductive. Check your
log to see if any tasks are being delayed simply because they are dull or difficult. Time is
often wasted in changing between activities. For this reason it is useful to group similar
tasks together thus avoiding the start-up delay of each. The time log will show you where
these savings can be made. You may want then to initiate a routine which deals with
these on a fixed but regular basis. Doing Subordinate's Work Having considered what is
complete waste, we now turn to what is merely inappropriate. Often it is simpler to do the
job yourself. Using the stamp machine to frank your own letters ensures they leave by
the next post writing the missing summary in the latest progress report from your junior
is more pleasant than sending it back @nd it lets you choose the emphasis). Rubbish!
Large gains can be made by assigning secretarial duties to secretaries: they regularly
catch the next post, they type a lot faster than you. Your subordinate should be told about
the missing section and told how @nd why) to slant it. If you have a task which could be
done by a subordinate, use the next occasion to start training him/her to do it instead of
doing it yourself - you will need to spend some time monitoring the task thereafter, but
far less that in doing it yourself. Doing the work of Others A major impact upon your work
can be the tendency to help others with their's. Now, in the spirit of an open and
harmonious work environment it is obviously desirable that you should be willing to help
out - but check your work log and decide how much time you spend on your own work
and how much you spend on others'. For instance, if you spend a morning checking the
grammar and spelling in the training material related to you last project, then that is
waste. Publications should do the proof-reading, that is their job, they are better at it than
you you should deal at the technical level. The remaining problem is your manager.
Consider what periods in your work log were used to perform tasks that your manager
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either repeated or simply negated by ignoring it or redefining the task, too late. Making
your manager efficient is a very difficult task, but where it impinges upon your work and
performance you must take the bull by the horns or whatever) and confront the issue.
Managing your manager may seem a long way from Time Management but no one
impacts upon your use of time more than your immediate superior. If a task is ill defined -
seek clarification (s that a one page summary or a ten page report?). If seemingly
random alterations are asked in your deliverables, ask for the reasons and next time
clarify these and similar points at the beginning. If the manager is difficult, try writing a
small specification for each task before beginning it and have it agreed. While you can not
tactfully hold your manager to this contract if he/she has a change of mind, it will at least
cause him/her to consider the issues early on, before you waste your time on false
assumptions. External Appointments The next stage of Personal Time Management is to
start taking control of your time. The first problem is appointments. Start with a simple
appointments diary. In this book you will have (or at least should have) a complete list of
all your known appointments for the forseeable future. If you have omitted your regular
ones (since you remember them anyway) add them now. Your appointments constitute
your interaction with other people they are the agreed interface between your activities
and those of others they are determined by external obligation. They often fill the diary.
Now, be ruthless and eliminate the unnecessary. There may be committees where you
can not productively contribute or where a subordinate might be (better) able to
participate. There may be long lunches which could be better run as short conference
calls. There may be interviews which last three times as long as necessary because they
are scheduled for a whole hour. Eliminate the wastage starting today. The next stage is to
add to your diary lists of other, personal activity which will enhance your use of the
available time. Consider: what is the most important type of activity to add to your diary?
No:- stop reading for a moment and really, consider. The single most important type of
activity is those which will save you time: allocate time to save time, a stitch in time saves
days. And most importantly of all, always allocate time to time management: at least five
minutes each and every day. For each appointment left in the diary, consider what
actions you might take to ensure that no time is wasted: plan to avoid work by being
prepared. Thus, if you are going to a meeting where you will be asked to comment on
some report, allocate time to read it so avoiding delays in the meeting and increasing
your chances of making the right decision the first time. Consider what actions need to be
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done before AND what actions must be done to follow-up. Even if the latter is unclear
before the event, you must still allocate time to review the outcome and to plan the
resulting action. Simply mark in your diary the block of time necessary to do this and,
when the time comes, do it. Scheduling Projects The most daunting external
appointments are deadlines: often, the handover of deliverables. Do you leave the work
too late? Is there commonly a final panic towards the end? Are the last few hectic hours
often marred by errors? If so, use Personal Time Management. The basic idea is that your
management of personal deadlines should be achieved with exactly the same techniques
you would use in a large project: check the specification - are you sure that you agree on
what is to be delivered break the task down into small sections so that you can estimate
the time needed for each, and monitor progress schedule reviews of your progress (e.g.
after each sub-task) so that you can respond quickly to difficulties Like most
management ideas, this is common sense. Some people, however, refute it because in
practise they find that it merely shows the lack of time for a project which must be done
anyway. This is simply daft! If simple project planning and time management show that
the task can not be done, then it will not be done - but by knowing at the start, you have a
chance to do something about it. An impossible deadline affects not only your success but
also that of others. Suppose a product is scheduled for release too soon because you
agree to deliver too early. Marketing and Sales will prepare customers to expect the
product showing why they really need it - but it will not arrive. The customers will be
dissatisfied or even lost, the competition will have advanced warning, and all because you
agreed to do the impossible. You can avoid this type of problem. By practising time
management, you will always have a clear understanding of how you spend your time
and what time is unallocated. If a new task is thrust upon you, you can estimate whether
it is practical. The project planning tells you how much time is needed and the time
management tells you how much time is available. There are four ways to deal with
impossible deadlines: Get the deadline extended Scream for more resources Get the
Deliverable redefined to something practical State the position clearly so that your boss
@nd his/her boss) have fair warning If this simple approach seems unrealistic, consider
the alternative. If you have an imposed, but unobtainable, deadline and you accept it then
the outcome is your assured failure. Of course, there is a fifth option: move to a company
with realistic schedules. One defence tactic is to present your superior with a current list
of your obligations indicating what impact the new task will have on these, and ask
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him/her to assign the priorities: "I can't do them all, which should I slip?". Another tactic is
to keep a data base of your time estimates and the actual time taken by each task. This
will quickly develop into a source of valuable data and increase the accuracy of your
planning predictions. There is no reason why you should respond only to externally
imposed deadlines. The slightly shoddy product which you hand-over after the last
minute rush @nd normally have returned for correction the following week) could easily
have been polished if only an extra day had been available - so move your personal
deadline forward and allow yourself the luxury of leisured review before the product is
shipped. Taking this a step further, the same sort of review might be applied to the
product at each stage of its development so that errors and rework time are reduced.
Thus by allocating time to quality review, you save time in rework and this is all part of
project planning supported and monitored by your time management. Finally, for each
activity you should estimate how much time it is worth and allocate only that amount. This
critical appraisal may even suggest a different approach or method so that the time
matches the task's importance. Beware of perfection, it takes too long - allocate time for
"fitness for purpose", then stop. Monitoring Staff Your Personal Time Management also
effects other people, particularly your subordinates. Planning projects means not only
allocating your time but also the distribution of tasks and this should be done in the same
planned, monitored and reviewed manner as your own scheduling. Any delegated task
should be specified with an @greed) end date. As a Manager, you are responsible for
ensuring that the tasks allocated to your subordinates are completed successfully. Thus
you should ensure that each task is concluded with a deliverable (for instance,a memo to
confirm completion) - you make an entry in your diary to check that this has arrived. Thus,
if you agree the task for Tuesday, Wednesday should have an entry in your diary to check
the deliverable. This simple device allows you to monitor progress and to initiate action as
necessary. Long term Objectives There are many long term objectives which the good
Manager must achieve, particularly with regard to the development, support and
motivation of his/her work-team. Long term objectives have the problem of being
important but not urgent they do not have deadlines, they are distant and remote. For
this reason, it is all too easy to ignore them in favour of the urgent and immediate. Clearly
a balance must be struck. The beauty of Time Management is that the balance can be
decided objectively without influence from immediate deadlines) and self-imposed
through the use of the diary. Simply, a manager might decide that one hour a week
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should be devoted to personnel issues and would then allocate a regular block of time to
that activity. Of course if the factory is on fire, or World War III is declared, the manager
may have to re-allocate this time in a particular week - but barring such crises, this time
should then become sacrosanct and always applied to the same, designated purpose.
Similarly, time may be allocated to staff development and training. So if one afternoon a
month is deemed to be a suitable allocation, then simply designate the second Thursday
(say) of each month and delegate the choice of speakers. The actual time spent in
managing this sort of long term objective is small, but without that deliberate planning it
will not be achieved. Once you have implemented Personal Time Management, it is worth
using some of that control to augment your own career. Some quiet weekend, you should
sketch out your own long term objectives and plan a route to them. As you would any long
term objective, allocate time to the necessary sub-tasks and monitor your progress. If
you do not plan where you want to go, you are unlikely to get there. Concluding Remarks.
Personal Time Management is a systematic application of common sense strategies. It
requires little effort, yet it promotes efficient work practices by highlighting wastage and
it leads to effective use of time by focusing it on your chosen activities. Personal Time
Management does not solve your problems it reveals them, and provides a structure to
implement and monitor solutions. It enables you to take control of your own time - how

{you use it is then up to you. {endslide
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Successful online student. New York: McGraw-Hill, ¥..1.y - Harasim, L., Hiltz, SR., Teles. L.,
and Turoff. M. Learning Networks Cambridge. Mass: MTT Press, yaas.¥ - Palloff, R., and
Pratt, K. Building learning communities in cyberspace: Effective strategies for the online
K1 e odaline ol ,="Classroom. San Francisco: Jossey-Bass, 1444.{beginslide id="+v+" title
time management Developing time management” {. st 5 ¢SCIST 1) Ll o 588 &y 40 Lo e
skills is a journeythat may begin with this Guide, but needs practice and other guidance
along the way. One goal is to help yourself become aware of how you use your timeas
one resource in organizing, prioritizing, and succeeding in your studiesin the context of
competing activities of friends, work, family, etc. First: try our exercise in time
management Strategies on using time: Develop blocks of study timeAbout ». minutes?
How long does it take for you to become restless?Some learners need more frequent
breaks for a variety of reasonsMore difficult material may also require more frequent
breaks Schedule weekly reviews and updates Prioritize assignmentsWhen studying, get
in the habit of beginning with the most difficult subject or task Develop alternative study
places free from distractionsto maximize concentration Use your time wiselyThink of
times when you can study "bits" as when walking, riding the bus, etc. Review studies and
readings just before class Review lecture material immediately after class(Forgetting is
greatest within ¢ hours without review) Schedule time for critical course eventsPapers,
presentations, tests, etc. Try the University of Minnesota's Assignment Calculator
Develop criteria for adjusting your scheduleto meet both your academic and non-
academic needs Effective aids: Create a simple "To Do" listThis simple program will help
you identify a few items, the reason for doing them, a timeline for getting them done, and
then printing this simple list and posting it for reminders. Daily/weekly plannerWrite down
appointments, classes, and meetings on a chronological log book or chart. If you are
more visual, sketch out your scheduleFirst thing in the morning, check what's ahead for
the dayalways go to sleep knowing you're prepared for tomorrow Long term plannerUse
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a monthly chart so that you can plan ahead.Long term planners will also serve as a
{reminder to constructively plan time for yourself {endslide
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Time Management Developing time management skills is" {.sb 3 ¢SS 1 sl o 5287 &y g0 @
a journeythat may begin with this Guide, but needs practice and other guidance along the
way. One goal is to help yourself become aware of how you use your timeas one resource
in organizing, prioritizing, and succeeding in your studiesin the context of competing
activities of friends, work, family, etc. First: try our exercise in time management
Strategies on using time: Develop blocks of study timeAbout ». minutes? How long does it
take for you to become restless?Some learners need more frequent breaks for a variety
of reasonsMore difficult material may also require more frequent breaks Schedule
weekly reviews and updates Prioritize assignmentsWhen studying, get in the habit of
beginning with the most difficult subject or task Develop alternative study places free
from distractionsto maximize concentration Got "dead time"?Think of using time walking,
riding, etc. for studying “bits” Review studies and readings just before class Review
lecture material immediately after classForgetting is greatest within v hours without
review) Schedule time for critical course eventsPapers, presentations, tests, etc. Try the


http://www.ghaemiyeh.com

10931 1o andw www.Ghaemiyeh.com plgawl aasid s\ally OExEAT 35)s ols) Cuyse

University of Minnesota's Assignment Calculator Develop criteria for adjusting your
scheduleto meet both your academic and non-academic needs Effective aids: "To Do"
listWrite down things you have to do, then decide what to do at the moment, what to
schedule for later, what to get someone else to do, and what to put off for a later time
period Daily/weekly plannerWrite down appointments, classes, and meetings on a
chronological log book or chart. If you are more visual, sketch out your scheduleFirst
thing in the morning, check what's ahead for the dayalways go to sleep knowing you're
prepared for tomorrow Long term plannerUse a monthly chart so that you can plan
ahead Long term planners will also serve as a reminder to constructively plan time for

{yourself {endslide
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management Time management is the art of arranging, organizing, scheduling, and
budgeting one’s time for the purpose of generating more effective work and productivity.
There are an abundance of books, classes, workshops, day-planners, and seminars on
time management, which teach individuals and corporations how to be more organized
and more productive. Time management has become crucial in recent years thanks to
the vf/v, busy world in which we live. Time management is important for everyone. While
time management books and seminars often place their focus on business leaders and
corporations, time management is also crucial for students, teachers, factory workers,
professionals, and home makers. Time management is perhaps most essential for the
person who owns his or her own business or who runs a business out of the home.
Managing work and home responsibilities under the same roof takes a special type of
time management. An important aspect of time management is planning ahead.
Sometimes, successful time management involves putting in more time at the outset in
order to reorganize one’s life. Though many time management books and teachings
differ in their suggestions, most agree that the first step in efficient time management is
to organize the workspace or home. Even if one's schedule is well-ordered, but the office
and filing system are a disaster, time will be wasted trying to work efficiently in a
disorderly place. After cleaning, purging, and reorganizing the home or office, the next
step in time management is to look at all the activities one participates in during a week.
Every last detail should be written down, including the time it takes to shower, dress,
commute, attend meetings, make phone calls, clean the house, cook dinner, pick up the
children from school, take them to after-school activities, and eat meals. Also include time
for entertainment or exercise, such as driving to the gym, going for a walk, watching
television, or surfing the Internet. Often, when individuals write down every last activity,
they find that there is very little time left for sleeping. The end result is that many
activities must be pared down, eliminated, consolidated, or delegated. Prioritizing
activities on a scale of one to three — one being the most important and three being the
least — can help with this task. Lastly, good time management involves keeping a
schedule of the tasks and activities that have been deemed important. Keeping a
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calendar or daily planner is helpful to stay on task, but self-discipline is also required. The
most efficient to-do list in the world will not help someone who does not look at or follow
his own daily planner. Of course, the other side of the argument is to remember to live.
Get on top of your time management, get organized, and stay on task, but live your life.
Schedule some time off every day and at least one day off each week. Be organized, but

{do not be a slave to time management.{endslide
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