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INTRODUCTION

The aim of this unit is for you to develop an understanding of best ways to manage yourself as a practising
or potential team or cell leader.

Time management is important for busy companies so they can prioritize all their work tasks and achieve
their goals faster. When you better manage your time, you will be able to take on new opportunities and
grow your business in a sustainable manner.

This unit will require you to produce a questionnaire to ask colleagues an ers as to the
importance of time management and its relationship to causes and sympto . his survey,
using both time and stress management techniques, you should determine tho i at create
most stress and how they affect the team’s production / prod ing relationships

In conclusion your report will show in an action plan how to obtal ing to minimise your
own stress through improvements in time management ate actions.
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GUIDANCE

This document is prepared to break the unit material down into bite size chunks. You will see the learning
outcomes above treated in their own sections. Therein you will encounter the following structures;

Explains why you need to study the current section of material. Quite often learners
are put off by material which does not initially seem to be relevant to a topic or
profession. Once you understand the importance of new learning or theory you will
embrace the concepts more readily.

Purpose

Conveys new material to you in a straightforward f . ort the treatments
in this section you are strongly advised to follow th&ggi i hich may be
useful documents or applications on the web.

Theory

en you might like to
treat an example as a question, in i ave a go yourself. Many
of the examples given resembdi@ : ich will come your way, so

Questions should not b i QU are determined to learn. Please do take the
time to tackle each of theggi , in the order in which they are presented.

Challenge

g web can be very useful supplements to your distance learning efforts.
line video(s) will help you then it will be hyperlinked at the appropriate

Video Ideos on 1
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Organisations

An organisation can be defined as:

'A social unit of people, systematically structured and managed to meet a need or to pursue collective goals
on a continuing basis. 'Business Dictionary’
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Shake up your meeting’s

Love them or loathe them, meetings take up an enormous amount of time (and money) for organisations.
According to Jeff Haden, contributing editor at Inc, "Whoever invented the one hour default in calendar
software wasted millions of people hours." So make your default 30 minutes (or less) or think of more
creative ways to reduce the number of meetings you have. For example, why not try 'No Meeting
Wednesdays' (exactly what it says on the tin)? And always avoid attending meetings where you are not

really required - you can always get a briefing from another attendee if necess

Use the blocking technique...... to schedule meetings, appointments, pho her communications
back-to-back. This way, you can free up your time to create set periods 0 ork, without
disrupting your flow.

Disconnect
Take a tip from Bryan Guido Hassin, CEO of Smart Offi e the concept of 'airplane
days'. Hassin noticed that he could get a lot done d | flights, where he couldn't be

¥ling what he called 'airplane days' - days

where he turned off his phone, social media an Qe ctions in order to capture that productivity

e for, what you can realistically achieve during

this time, and what information (e.g. har i uments and reports) you'll need.

helps break lar ler, more manageable ones that are completed within these 'sprints'. This
can also help you recggni you don't have to be a perfectionist from the off - good enough is fine;
polishing to perfection come later.

Say no (nicely)

It's good to help others but you don't always have to do everything people ask of you, particularly when it
can cause you to lose focus on your own tasks. Be assertive and try not to take on additional work if you

can help it. It can sometimes be hard to say an outright 'no' though, so if you have trouble with this, try
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saying 'not just now' instead, and offer an alternative time when you will be available to take on these

tasks.
Delegate better

As a counter to the above tip, do not be scared of handing over work to others. As the saying goes, you
should only do what only you can do. When you are feeling overwhelmed, clarify your priorities and work

out what you can realistically consign to others - without passing the buck, of course!

Make use of technology!

apps-to-boost-your-productivity-in-2016.html.

Find it difficult to organise and manage your
that separates out tasks and prioritises them i
jobs first and use your time more productively.

BC Method is a quick and simple technique
ssity. So, you can tackle the most important

writing a presentati eeting happening later today. These tasks are your most urgent, and you
don't have the option of putting them to one side.

B tasks need to be completed soon, but are not as urgent as the A tasks. An example of a B task could be
making weekly travel arrangements or completing a budget report for the month. Most B tasks have
deadlines, so be careful that you don’t neglect them for so long that they suddenly get upgraded to the A

list.
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