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How Do I Improve my Time Management Skills? 
Much has been said and written about time management, but when you get down to it, time is a fixed commodity.  Since time is impossible to manage, you need to focus on managing how you chose to spend your time.  I am a supporter of automated organizers like Microsoft Outlook, but the larger question related to time has to do with priorities and objectives.  
Instead of thinking about time management to increase your productivity, think in terms of personal and professional priorities, habits, lifestyle and discipline.  You can do it all, just not all at once.  If you want to increase your productivity, and still feel relatively fresh for time in the evening with family or friends, then experiment with these four productivity strategies. 
1.  Clear Objectives – Without specific career, role and team objectives, it is easy to fall into drift mode where accomplishments and forward progress are small or insignificant.  In drift mode you become a caretaker of your role, filling up your day with busy work and firefighting that quickly consume precious time.  Some people have a problem setting long-term objectives, this is usually a sign of them not knowing that they want to be in the job, company or role for very long.  At a minimum, set quarterly objectives and break them up into monthly and weekly goals. 
2.  Scheduling  - If you don’t set aside time for things that are important, they will usually take a back seat to the crises of the day. Take your quarterly, monthly and weekly objectives and set aside a reasonable amount of time each day to complete these objectives.  Additionally, as you fill in your schedule with meetings, reviews and other activities, give your self a minimum of 15 –30 minutes recovery time between scheduled activities to reply to phone and email messages, field questions from staff and colleagues.  Additionally, consider setting aside one hour in the mid-afternoon (i.e. 2-3 pm) on Monday, Wednesday and Friday to play catch up.  Everyone has problems and issues that arise in their jobs, why not schedule for them? By scheduling these buffer zones you will be able to stay on top of issues through out the day and avoid in most cases having your day build into and end in crisis mode.
3.  Establish Metrics – Without some measure of your personal and professional priorities, it’s difficult to know at any given time how you are doing.  For example, if you believe that spending more time with family is important, then consider the following metrics: How many nights a week are you home by six to eat dinner with your family?  How many nights a week are you away for business travel?  How many of your kid’s soccer games did you attend?  If you think about it there are very few things that can’t be measured.  The real issue is, are you willing to take the time to identify your objectives and priorities and set boundaries when people and situations threaten to overtake them.
4.  Set Boundaries – Setting boundaries on people and situations means that you take accountability for the things that are important to you and are willing to draw the line and push back when your objectives and priorities are significantly impacted.  Again, if you know what your personal and professional priorities are, you will be less likely to have a problem setting limits on people and situations that take up excessive blocks of your time with issues that are not related to your objectives or priorities.  Clients sometimes tell me, “Tim you don’t understand, MY situation is different and not that simple.”   After further discussion and reflection they realize that it’s as simple as knowing what is truly important and saying yes or no.  Anything else is fear, a lack of accountability, being a victim or lacking the clarity to know what’s important to you.   
     Remember that setting a boundary means that you have chosen something that is important to you versus something that might be more important to someone else and that there could be ramifications.  You will define yourself and your future by your actions or inactions, but either way you and you alone are accountable. 
For questions and further discussion you can reach me at tim.a@odysseycoaching.com or at 540 338-7089.  

 How do I Know When it’s Time to Jump Ship?
As a coach I work with a lot of people that are in transition or thinking about beginning the transition process either to a new job or career.  The hardest part of a transition is knowing when it’s the right time to leave and what to transition to.  With regard to career transition there are a five questions I begin with: 
1) Does your current job and company keep you learning new things and stimulate your creativity? 
2) Does the organization have current and future opportunities that are aligned with the type of career you want to build?  
3) Is the corporate culture aligned with and basically support your value system? 
4) Do you have an executive sponsor or sponsors that position and promote you for increasingly better opportunities?  
5) Are you fairly compensated for the work you do compared to others in similar jobs? 
If you answered "yes" to all of these, you have a good situation.  If you answered "no" to one or two of these questions, you can probably do better either making changes that get you to "yes" in your current job or by changing companies or careers.  If you answer "no" to three or more of the questions, do yourself a favor and begin a search for something that is a closer fit to your career goals, lifestyle and value system.  
For questions and further discussion you can reach me at tim@odysseycoaching.com or at 540-338-7089.  
 

