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Presenter
Presentation Notes
Hello everyone and welcome this webinar

My name is Matt Somers and I’ll be your virtual presenter for the session.

I work as a Professional Executive Coach and there is one subject that my clients ask me to help them with on every single assignment – Time Management!

I have some really useful ideas to share with you today, but I want to start with a story…

CLICK 



@ ?Itrvl

Stones in the Jar DONFERO



Presenter
Presentation Notes
There was once a famous professor who was on a lecture tour of the United States promoting the power of effective Time Management.

His audience, one particular day was a group of senior clinician’s, desperate to learn how they too could be more effective in gaining control over their time.

They were surprised when, instead of starting to speak, he silently took a large glass jar and placed it on the table between him and the audience.  

CLICK 

He stood there for a moment and then he simply said, “Allow me to share an experiment with you. “
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He then filled the jar with large rocks, until they came level with the top of the jar. He asked a simple question to his audience,  “Is my jar full?”

And the overwhelming view from everyone was ‘yes’ – it was.  

CLICK 
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At which point, he took a bag of small stones and pebbles, and shook them into the jar so they fell between the large rocks, until they too came level with the opening. He asked again – “is my jar full?”

This time a few brave clinicians suggested not – and the professor congratulated them on their answer.
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He picked up a bag of fine sand and poured it into the jar. Then he shook the jar so the sand fell between the rocks and stones, until it too became level with the top of the jar.

He repeated the same question, “Is my jar full?”

This time he got many more Nos from his audience; they just knew he had something else up his sleeve.  

At which point….

CLICK 
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Presentation Notes
He took a jug of water and poured its contents into the jar until the water dribbled over the top of the jar.

Then the professor asked – what point am I making through this experiment?

One clinician suggested that, “No matter how full we think our schedules are, there is always room for more!”

When the laughter died down… 

CLICK 
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The professor said, “Well, it’s simple.  If I hadn’t put the large rocks in first, I would not have been able to put them in later.”

The Big Rocks are a metaphor for our most important tasks and projects. The stones and and sand and water are a metaphor for everything that gets in the way.

Time management is a misnomer

You cannot manage time.

Everyone has the same 24 hours each day.

Most people have more to do than there is time in which to do it.

If we cannot do everything, we must find a way to concentrate on our priorities – devote time to our Big Rocks, in other words

So, let's look at a tool...

CLICK 
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The Eisenhower Matrix

“I have two kinds of problems, the urgent and the
important. The urgent are not important, and the
important are never urgent."

Dwight D. Eisenhower

US President (1953-61)
inventor of the Priority Matrix
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Presentation Notes
The tool is the Eisenhower Matrix, named Dwight D Eisenhower – an American army general and statesman who served as the 34th President of the United States from 1953 to 1961.

He had to continuously make tough decisions about which of the many tasks he should focus on each day.�
This led him to invent the world-famous Eisenhower Method, which today helps us prioritize by considering the levels of Urgency and Importance attached to our tasks and responsibilities
�CLICK
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Urgent, in this context, means there is a pressing deadline and that there is a defined time by which the task must be completed.

The deadline is usually close enough to cause us stress and worry.

CLICK 
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Important – takes us back to those Big Rocks

They are the tasks with potentially a big pay off – longer term developmental projects that will make a big difference if we can find the time to get them done.

But they rarely need our immediate attention.

CLICK 



@‘ vltrvl

Urgent v Important
URGENT NOT URGENT
|_
P
s
14
: 1 2
o
=

NOT
IMPORTANT
W
N


Presenter
Presentation Notes
Put a copy of this slide in the CHAT and suggest they can add in example tasks from their own work if they want to.

Comparing levels of Urgency and Importance then to a given task allows us to categorise our work

CLICK

Box 1 Is those tasks which are both Urgent (there is a pressing deadline) and important (there is a pay off or a problem is avoided)

CLICK

Box 2 Is those tasks which are important (there is a big pay off or a big problem is avoided) but not urgent (there is no immediate deadline) 

CLICK

Box 3 Is those tasks which are Urgent (apparently; according to someone else) but not important (compared to other things we could be spending time doing)

CLICK

Box 4 Is those tasks which are neither important nor urgent (but are often quite fun)

Let’s look at some examples…

CLICK
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« Dispensing prescription medications ¢ Meeting medical representatives
Z « Consulting with physicians and « Attending pharmaceutical training and
X patients webinars
g « Head Office requests * Planning and managing budgets
o « Etc « IT and systems development
=  Etc

« Supervision of other pharmacy staff,  * Some administration duties

E » Advise patients on health-related * Some emails, phone calls, etc.

- ﬁ topics « Being online, checking social media

g % * Unexpected texts or phone calls - Pleasant activities — which take time but
A - Other people’s priorities add no value
= |, Etc  Etc


Presenter
Presentation Notes
…. starting with Box 1, anything in this box is urgent and important to you and your position.

CLICK

These are just examples

Allow time to read

CLICK

Now Box 2 – these things don’t have the same degree of urgency, but are important to you and your role

CLICK

Take a look at these Box 3 activities? Probably not important to you and your role – but someone considers them urgent!

CLICK

And finally, here’s Box 4, things which really don’t move us forward at all but can really steal time.

Once we've thought about the types of task in each box, we can think about the time we spend there.

CLICK
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So, here's something to think about...

CLICK

Ask the question and allow 30 seconds for them to consider

CLICK
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URGENT

Dispensing prescription medications

Consulting with physicians and
patients

Head Office requests

Etc g -
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Supervision of other pharmacy staff,

Advise patients on health-related

topics

Unexpected texts or phone calls

Other people’s priorities
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NOT URGENT

Meeting medical representatives

Attending pharmaceutical training and
webinars

Planning and managing budgets
IT and systems development

Etc 5 /.

Some administration duties
Some emails, phone calls, etc.
Being online, checking social media

Pleasant activities — which take time but
add no value

Etc f 0 /_
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Maybe you came up with something like this.

Most people find they're spending more time than they want in the boxes that don't really get them anywhere (the two ‘Not Important’ ones)

So let's consider something else...

CLICK







2tgrd

DONFERO

CCCCCCCCCCC



Presenter
Presentation Notes
Ask the question and allow 30 seconds for them to consider

CLICK
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Presentation Notes
So now you can see the difference between what you've got and what you want.

And this is always a first step in improving time management:

Having a crystal-clear focus on how you want to prioritise your time and being very aware of how you are using time currently.

Using this tool, we've been able to move from a simple headful of jobs to a systematic and organised way of using our time to best effect.

The matrix allows us to identify our key priorities and where we might save time in other areas in order to devote more time to those priorities.

And remember, if we don’t devote time to those priorities (The Big Rocks) then we risk our time being wasted on other matters (stones, sand and water)

CLICK
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« Dispensing prescription medications ¢ Meeting medical representatives
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- ﬁ topics « Being online, checking social media

g % * Unexpected texts or phone calls - Pleasant activities — which take time but
A - Other people’s priorities add no value
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Presentation Notes
So far we have looked at the matrix as a planning tool.

But it can also help us decide how to deal with the various tasks in each of the boxes.

CLICK
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* Meeting medical representatives
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« Supervision of other pharmacy staff,  * Some administration duties

E » Advise patients on health-related * Some emails, phone calls, etc.

- ﬁ topics « Being online, checking social media
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A - Other people’s priorities add no value
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Presentation Notes
Box 1 tasks require us to get stuck in and do what is necessary.  

CLICK

It’s not a case of having a problem solving session, or passing the responsibility to others.

It’s like Nike say, Just Do It!

Remember, we are typically likely to spend most time in this box.

CLICK 
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NOT URGENT

Meeting medical representatives

Attending pharmaceutical training and
webinars

Planning and managing budgets
IT and systems development
Etc

Some administration duties
Some emails, phone calls, etc.
Being online, checking social media

Pleasant activities — which take time but
add no value

Etc
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Looking at box 3 next, there are really two key skills in keeping these tasks under control.

CLICK

The first is to be able to delegate effectively to other people – this requires us to be able to communicate the What, Why and How of any task.

The second is to be able to say No sometimes

That is sometimes known as reverse delegation – passing a task back to the person making a request that is unreasonable.

Other people like to think of these tasks as those that sometime require a 'Diplomatic Refusal'.

Remember, we are not saying these activities are not important at all, just that they may not be as important as other tasks on which you could be spending your precious time.

Granted, some real emergencies do require you to drop everything and get involved, but many urgent requests are simply perceived urgent by the other person, so try and say no more often! 

CLICK 
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Presentation Notes
When it comes to those things that are neither urgent nor important to you in Box 4 – and activities could be numerous under these headings – what should you do here?

Well, once again, think back to the stones in the jar story – and not-urgent and not-important sounds like stones, sand and water and sand to me, so…

CLICK

Perhaps you should consider whether things in this box are relevant or necessary in the first place.  If not, dismiss them – but if they are – maybe look for ways to automate processes to save time.  And finally...

CLICK 










@ ,‘tx,x

Urgent v Important

URGENT NOT URGENT

IMPORTANT

NOT
IMPORTANT



Presenter
Presentation Notes
Box 2. When you operate in this box you can decide to stop procrastinating and putting things off.

CLICK

You can decide to commit to the importance, even without the urgency.

These tasks have a habit of becoming urgent (they move from box 2 to box 1) if we keep putting them off.

If you are serious about time management, this is the box in which you must simply decide to spend more time; 

The matrix is designed to help you think about cutting time spent in the other boxes so that you can spend it here.

So we have Do, Delegate, Dismiss and Decide. 

Collectively these are often referred to as the 4 Ds.

CLICK
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Let’s look at the route to more time in Box 2

First, you get rid of the non-productive, time-wasting activities 

CLICK 

And have the courage to say no more often, and delegate wherever you can.

CLICK 

Then, you’re likely to find that you have enough time to deal with the Box 1 matters - that are always going to be the bulk of your time

CLICK

And you’ll have time left to do the big picture thinking, managing stakeholders and those other really important matters that live in Box 2

I have a couple more slides to show you as we wrap up, but before I do that, are there any questions?

CLICK
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Discuss Q&A as time allows

CLICK
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Key Takeaways and Hacks

« Use the Matrix instead of a simple To Do list

 Work in the order : 1, 2, 3 (eliminate 4)

 Apply The 4 D’s : Do, Delegate, Dump and Decide

« Accept that fact that most of your time will be in Box 1

* Create a ‘Not to Do’ or ‘Stop Doing’ List for Box 4 tasks (to free up time)
« Challenge other people’s sense of urgency in Box 2 (to free up time)

« Delegate any Box 2 tasks that you possibly can (to free up time)

« Use the freed-up time for your Box 2 activities

« Create False Urgency for box 2 tasks

Borrow time from your personal life only as a last resort and only ever temporarily!
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Presentation Notes
So, let's summarise today's key takeaways and hacks…

CLICKS

Review slide

CLICK
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I’ll leave you with a quote from Stephen Covey who examined the Eisenhower Matrix and how to balance the Urgent and the Important in his famous book – The Seven Habits of Highly Effective People.

CLICK

He said, “The key is not to prioritize what’s on your schedule, but to schedule your priorities”

And this is true. Most people have more to do than there is time in which to do it. You cannot expand time and so the only way to gain more control is to get better at prioritizing.

That said, In Part 2 of this webinar we will consider a number of ideas and tactics for freeing up time currently being wasted elsewhere – but you must promise me you’ll spend it in Box 2!

CLICK
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