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Effective Time Management

Prioritise each task and decision 

by relative importance and time  
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	DRAFT PROGRAMME FOR A  ONE DAY WORKSHOP ON 

TIME MANAGEMENT
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The Effective Time Management Workshop looks at how both individuals and teams learn and take decisions. It looks at how we can motivate ourselves and the people around us and how we can improve our delegation to both our peers and those above us in the organisation as well as to those that report to us. We then apply this to developing individual plans to improve our time management habits.

The workshop then looks at how team development can be facilitated, motivation improved and how these can be applied to better delegation and decision making within teams. We study the principles of project management and how these can be applied to getting work done in teams. Finally each individual develops a plan to improve the time management habits within his team.

The workshop uses a combination of group exercises, assessing DVD’s and group brainstorming on the results supplemented by a minimum level of “best practice” from the literature and other companies.

Each participant receives an assessment of his time management skills and his dominant leadership style together with methods to determine the stage of development of any particular group and how he is doing as both a leader and as a participant of the group, together with a full set of documentation from the workshop. These are used to develop   improvement plans for each individual and for the team that they work with.



	9.00 – 9.30
9.30 – 10.00
	Groupwork: What do we want to achieve from this workshop?
A group brainstorming session to identify where individuals could make better use of time

 Groupwork: How can we make better use of time
A group brainstorming session to determine what we can do about the set of weaknesses identified above


	10.00 – 10.30
	How do we learn and how do we make decisions
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Looks at how both single loop and double loop learning take place both individually and in a group and how to encourage both. It looks at the conditions necessary for both acquiring new knowledge and exploiting the knowledge we have. It examines the nature of both tacit and explicit knowledge and how learning can be encouraged. Finally we look at the factors that facilitate learning and the factors that determine whether we are focussed mainly on exploration or exploitation and how to change.
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Looks at both numerical and creative problem solving methods that either stretch our current methods like morphological analysis or force us to develop a new paradigm such as synectics and soft systems methods. We then develop decision making methods that again are either numerical such as decision trees or creative such as paired alternatives.
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	10.30 -11.30

	Groupwork: Improving Motivation and Delegation
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We look at a DVD on motivation.  We examine how to achieve both alignment and engagement – what to do and how to do it by a combination of managing and mentoring to move each individual from the forming stage through the storming, norming and into the performing stage of group development.


	11.30 – 12.30


	Groupwork: Replacing Bad Habits

A brainstorming session that looks at the importance of categorising tasks in two ways by importance and by the degree of difficulty
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We then look at dividing the day into chunks and finding the best time to schedule working on the difficult and important tasks, leaving other periods to work on the important but easy tasks and the urgent tasks.
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We then look at scheduling only the important and difficult tasks and just leaving blocks of time for easy tasks and urgent tasks. In this way we minimise the number of important difficult tasks that become urgent. The important and difficult tasks then become the only tasks that need scheduling. A weekly schedule for these important difficult tasks is developed with only the most important being added to the weekly schedule.


	12.30 – 1.00


	Individual Plans to improve our personal use of time

Each delegate develops their own written plan for the ways they will try and make better use of their own time.



	1.0 – 2.00

	LUNCH

	2.00 – 2.45

	Team Development 

Looks at when to use a multi-discipline team and the stages of team development from the formation stage through the storming stage to the performing goal. It looks at the different styles of leadership, assesses which style is dominant for each participant and which style is most appropriate at each stage of the team formation. It then looks at how to form an effective team. It looks at how to lead and be a participant in a high performing team. It looks at providing the right environment for team development and it looks at improving the group’s problem solving. Finally we take the lessons from research into what makes teams successful. 
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	2.45-3.15


	Groupwork: Better Motivation and Delegation in Teams

We try and brainstorm the lessons from team development and combine this with the decision making, motivation and delegation methods we developed in the morning
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	3.15 – 3.45


	Groupwork: Replacing Bad Habits in Teams

We brainstorm how we can improve the team environment by developing ground rules for running meetings, and how and when we make decisions: which ones can be delegated to team individuals and which must be arrived at by achieving consensus within the team. We look at how to resolve conflict and when and why it arises. We look at what makes for both effective team membership and leadership. Finally we look at what makes teams  successful and  how problems arise in teamwork.


	3.45 – 4.30

	Use of Project Management and Resource Levelling

Looks at using software such as Microsoft project and excel can be used for breaking tasks down into their component parts, allocating people to each task, developing networks for each project together with a detailed project time and cost plan and monitoring progress on the project to completion.
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The software can be used for allocating resources across a series of projects in the most effective manner to fulfil all the tasks on a multitude of projects in time without “over scheduling” the resources .
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	4.30 – 5.00
	Developing an Improvement Plan for the team

Each delegate develops their own written plan for the ways they will try and make better use of their own time.
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