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Hello everyone – Salam Alykum - and welcome this part of the webinar.My name is Matt Somers from Donfero Consultancy and I’ll be your virtual presenter for the session.I’m joining you from a wet and cold North-East England but I wish I was there with you. I have visited all the gulf countries many times, but not since Covid of course!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!This is Part 2 and although it picks up where we left off in Part 1, you should be easily able to pick up ideas this evening even if you didn’t attend that session.CLICK 



Previously…….
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Previously….. In Time Management Part 1, we examined a tool…CLICK…the Eisenhower Matrix, named after Dwight D Eisenhower, the 34th President of the United States.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



Urgent v Important
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• Dispensing prescription medications
• Consulting with physicians and 

patients
• Head Office requests
• Etc

• Meeting medical representatives
• Attending pharmaceutical training and 

webinars
• Planning and managing budgets
• IT and systems development
• Etc

• Supervision of other pharmacy staff,
• Advise patients on health-related 

topics
• Unexpected texts or phone calls
• Other people’s priorities
• 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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By considering both the Urgency of a given task and its relative, importance, we can place our tasks and responsibilities into one of four boxes.Last time we populated those boxes with some typical example tasks, as you can see.CLICK
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• Dispensing prescription medications
• Consulting with physicians and 

patients
• Head Office requests
• Etc

• Meeting medical representatives
• Attending pharmaceutical training and 

webinars
• Planning and managing budgets
• IT and systems development
• Etc

• Supervision of other pharmacy staff,
• Advise patients on health-related 

topics
• Unexpected texts or phone calls
• Other people’s priorities
• Etc

• Some administration duties
• Some emails, phone calls, etc.
• Being online, checking social media
• Pleasant activities – which take time but 

add no value
• Etc

Do

Delegate

Decide

Dismiss
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And we finished by looking at the broad actions we need to take to deal with the tasks in the different boxes.We can, Do it, Decide to schedule it, Delegate it or Dismiss it. Tonight I want to take things one step further and share a tool for each box that will help you regain control over your use of time.Let’s make a start.CLICK



A tool for Box1 : Urgent & 
Important

The Pomodoro TechniqueDO
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Firstly, a tool that’s generally useful but particularly in Box 1 when you just need to find a focus and get stuff done.It's called the Pomodoro Technique.CLICK



The Pomodoro Technique
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Pomodoro is the Italian for tomato.CLICKThe name comes from the tomato-shaped kitchen timer that Francesco Cirillo…CLICK...the movement’s founder, used while perfecting the technique.CLICK



The Pomodoro Technique

1. Choose a few important tasks 
2. Set a timer for 25 minutes 
3. Work on the task until the timer goes off
4. Take a short break – about 5 minutes

• Complete your next Pomodoro by 
repeating steps 1 to 4

• After four Pomodoros, take a longer break 
- one lasting 20 minutes or longer
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Here’s how the technique works.Choose a few important tasks you'd like to accomplish (e.g. making up prescriptions, Head Office requests)Set a  timer for 25 minutes (perhaps a tomato timer!)Focus on the task until the timer goes off.Take a short break — you earned it! This break should be about five minutes and marks the completion of one "Pomodoro".Complete your next Pomodoro by repeating steps 1 through 4 in intervals.After every four Pomodoros, take a longer break, preferably one lasting 20 minutes or longerTaking a break could mean a change of task, perhaps going out front to serve some customers.Of course, this is not appropriate for all Box 1 tasks – a queue of customers wouldn't take kindly to you stopping serving them after 25 minutes!CLICK



A tool for Box2 : Important 
but not Urgent

Dealing with ProcrastinationDecide
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Coming onto Box 2 now, those tasks that are Important but not urgent and so we tend to put them off.This is known as procrastination.CLICK



Procrastination
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Procrastination not only affects your own efficiency but also it can have a serious impact on others around you.  It can make it more difficult for other people to get their jobs done. If we leave things to the last minute, the quality of our work may suffer and we’ll certainly put more pressure on ourselves. If you think you procrastinate too often, try keeping a log over a couple of weeks to identify what type of activities you put off and why. When the reasons are known, it becomes easier to deal with, using some of the techniques I’ll suggest in a few momentsBut for now …. CLICK 



Defining typical procrastination behaviour 

Solutions

Behaviour 
identification 
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Let’s look at some more common reasons why people procrastinate and see if you identify with any – and then later we’ll consider some solutions. CLICK 



The task is too big
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People can procrastinate if the task is considered too big.  Often, we are intimidated by the size and scale of a task – you don’t know where to start or if you do start you think you’ll barely make a dent, so why bother?  CLICK 



Fear of making a decision
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What about the fear of making a decision?  Tough and risky decisions require courage; if some of the tasks on your list are intimidating for one reason or another, you may be worried about making a mistake, or not feel confident in your ability to get the job done.CLICK 



Fear of what comes next
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Sometimes we put things off because of not knowing what will happen next. That can sometimes make us feel very anxious.CLICK 



Better under pressure
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And finally, some people thrive on the adrenaline rush that comes from leaving things to the last minute and having to race towards the deadline.CLICK 



Defining typical procrastination behaviour 

Solutions

Behaviour 
identification 
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Having looked at some potential reasons for procrastination, let’s spend a little time identifying possible solutions.CLICK 



Break it down
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Maybe it’s not about doing it all or not doing anything. Think about the middle ground and try to keep yourself away from delaying the start of an overwhelming piece of work by breaking it down into smaller, manageable chunks – Pomoderos!!CLICK 



Don’t start at the beginning
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Sometimes it is hard to start a project at the beginning, but if you start on the second or third step – for instance, something less ‘threatening’ – you can often get the ball rolling at least.CLICK 



Focus on the pay-off
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If you find it hard to get started, think about one thing are you hoping to gain from completion? This means trying to take your eye off the task itself and focus on the payback, or benefit, you’ll gain from completion, and you may be able to get yourself motivated and moving forward again.CLICK 



Set realistic time limits
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What about perceiving that you have plenty of time, or maybe not enough time? Either can cause you to procrastinate. So try setting realistic time budgets on yourself. This could mean moving deadlines up – for example, if something is due to be completed in two weeks, get it done a week early; if it’s due in three days, get it done today.  This feels really good CLICK 



Choose the best time
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And finally, we all have a time of the day, and for some it’s more than one, when we feel energised and at our peak.  We all have our own circadian rhythms.So plan to do things you tend to procrastinate on at these peak energy times. Dedicate one Pomodoro of 25 minutes to getting those things off your plate.(Or introduce, Eat the Frog)CLICK 



A tool for Box 3 : Urgent 
but not Important

Successful DelegationDelegate
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A great tool for Box 3 is to to develop our ability to effectively delegate.CLICK



Typical obstacles to successful delegation

Obstacles Solutions

I can do a better job of the task 
myself

Delegation takes up too much time

I tried it in the past but it didn’t work 
well

It’s my job to do it and people will 
think I can’t do it if I delegate

It’s too important to give to 
someone else
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Most managers recognise delegation as something they should do more often and need to get better at.Let’s consider some of the obstacles that get in the way….�CLICK  Clear slideCLICK



And some solutions!

Obstacles Solutions

I can do a better job of the task 
myself

Training
Time/task logging 
Re-assess workload and expectations
Talk to line manager (depending on 
relationship)
Make delegation a performance 
deliverable (but give support!)
Get to know team better
Encourage culture of learning rather than 
perfection

Delegation takes up too much time

I tried it in the past but it didn’t work 
well

It’s my job to do it and people will 
think I can’t do it if I delegate

It’s too important to give to 
someone else
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And here are some solutions.But these are for the longer term, what about having the conversation with the person to whom you want to delegate the task?CLICK



The Why, What and When of Delegation

Why
(The 5 Whys)

What When

Why is it important?
Why me? (and not someone else)
Why would I want to?
Why now?
Why do it that way?

Discuss what needs to be done. 
What are the boundaries? What 
support is available? Etc.

Ensure you have communicated a 
very clear “By When” you expect 
the delegated task to be 
completed.
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Clear SlideCLICK



A tool for Box4 : Neither 
Urgent not Important

Managing InterruptionsDismiss
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Here it’s easy to just dismiss certain time-wasting tasks, but what if we need to dismiss people or their requests…?CLICK



Dealing with interruptions 
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How often are we faced with individuals who disturb our concentration and stop us being productive? Sometimes with good reason – but often – not.So let’s consider some strategies you could use with people who just want to divert your attention. Because, if you can postpone dealing with an interruption, you retain an element of control over your time and you can prepare yourself to discuss the matter in a more focused and productive way – when it’s the right time for you. You will find that you can defer most other people to a time that is better for you – and maybe by then, they will find another way to deal with their situation. CLICK 



Proactively dealing with interruptions
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Well, firstly, and maybe the most controversially…...it’s worth thinking about making a shortlist of key people whose interruptions you will always have to take, e.g. your boss, a key customer, a key supplier, etc. The recommendation is that no more than 5 people should be on this list; and then, it’s up to you to fight your own impulse to immediately help anyone who is not on that list.  And in a minute we’ll look at ways of saying No to those others.CLICK 



Proactively dealing with interruptions
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Naturally, some issues will be urgent, and you can’t avoid getting involved.  But when you are able to take that step back and put a distance between you and the situation, you’ll probably find that most can wait. CLICK 



Ways of saying ”No”

Passive Aggressive Passive/Aggressive

“Ok, I’ll do it…this time”
“Maybe I could…”

“Not in a million years!”
“Why would I want to do that!

“Fine”
“Do I really have a choice?”

Results in you agreeing to do 
something you can’t or don’t want 
to

Results in you insulting the 
person making the request

Results in you sounding like a 
moody teenager
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It has been said that the word No is the most powerful in the English language.Perhaps, because of its power and the emotions attached to it, we don’t use it as well or as often as we should.But if we are to regain control over how we spend our time, it’s certainly something that’s worth getting good at.Let’s look at three different ways of saying NoCLICKClear slideNone of these creates a helpful outcome, so let’s consider a fourth way…CLICK



Ways of saying ”No”
Assertive

“While I would love to do that with you/for you, [insert priorities] preclude it. I hope you 
understand.”
“Normally, I would say yes, but I have already committed to….”
“Not this time, but thank you for thinking of me.”
“I can’t make a decision right now, and I don’t want to hold you up so feel free to ask 
someone else.”
“When do you need to know by? I ask because if it’s in the next {week/month/quarter], I will 
have to say no.”

Acknowledges both your needs and the other person’s 
Controls you time without being rude
Looks for alternatives
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Clear slideAn assertive response looks for the win-win. How to protect our own time without alienating a colleague or customer.Now, let me share one more idea on managing interruptions.CLICK



Proactively dealing with interruptions
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When you see someone approaching your desk or office, firstly stand up, then try to begin any conversation with “What can I do for you?” not “How are you?”.“How are you?” can present them with an invitation to settle down and engage in a lengthy, time-consuming chat; but standing up is a signal in its own right and adding “What can I do for you?” immediately focuses them on getting straight to the point. CLICK 



Key Takeaways and Hacks

• When a new task arises you can, Do it, Decide to schedule it, Delegate it or Dismiss it. 
Make your mind up and stick to it

• Use the Pomodoro technique (or similar) to create focused time
• Learn to notice when you might be procrastinating
• Think about breaking tasks down, choosing the best time for you, etc.
• When delegating  be sure to cover Why, What and When 
• Create a short list of allowable interruptions
• Practise saying No
• Learn to resist small-talk

• Use any time this frees up in Box 2, Important, but not urgent!
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So, let's summarise this evening’s  key takeaways and hacks…Clear slideCLICK



Questions & Answers
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Discuss Q&A as time allowsCLICK



Thank You
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Thank you for your kind attention.
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