( Managing
\”‘lefe ’
rograms

Managing my life :

Managing My Time

Provided to you by

Business Success Tools LLL.C f-—

Spotlighting Performance, Change and Growth

Publications for Heart and Spirit Inc. ’é'



Managing my life :
Managing My Time

Publications for Heart and Spirit Inc. ’é'



Copyright©1992 by Publicationsfor Heart and Spirit Inc.. All rightsreserved.
Updated December 2005.

Note: No part of this program may be reproduced, stored in a retrieval

system, or transcribed in any forms or by any means, electronic, mechanical, photo-
copying, recording, internet or otherwise, without the prior written permission of the
publisher, Publications for Heart and Spirit Inc.

Publications for Heart and Spirit Inc.
191 Eglinton AvenueEast, Suite302
Toronto, Ontario

M4P 1K1

http:/mww.managingmylifecom

Printed and produced in Canada.



Managing My Life: Managing My Time
CoMPLETE PROGRAM OUTLINE

|  Understanding Our TimeManagement Habits

- Benefits of managing our time
- Skills needed to manage our time
- How we spend our time at work and in our personal life

- Timewasters

Il Managing Our TimeEffectively

- Goal-setting and prioritizing
- Getting organized
- Managing meetings and interactionswith others

- Minimizingtimewastage
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M obuLE ONE: UNDERSTANDING OUR TIME M ANAGEMENT HABITS

Welcometo Managing My Life: ManagingMy Time

Aswe continueto experience aconsi derable amount of change at work and in our
persond life, many find it moreand more difficult to managetime effectively. Yet, the
better we managetime, themore positiveand enjoyableour lifebecomes. Thisis
what thisprogramisall about, hel ping us manage our timemore effectively.

L aws BEHIND MANAGING TIME:

Time is probably our most important asset and it’s also our true equalizer in life.

We can berich or poor, but we al have the same amount of time. Weaso ultimately
have control over whether wewill usethat time effectively, or whether wewill let it
runby us.

Thelawsbehind managing our timearerealy very smple. Managing our

time effectively requiresthree principle activities. First, we must know how
we want to use our time. Secondly, we must know how we are currently using
our time. Lastly, we must develop new habits that will help us better manage

our time, so that we end up doing more of what wewant to do, and we end up
accomplishing agreat deal more of what we want to achieve.

IMPLICATIONS BEHIND MANAGING TIME EFFECTIVELY:
Managing our time effectively impliesthat we:
- Useour availabletimeto realize a set of desired goals and objectives.
- Work smart, get more things done using lesstime.
- Plan and organize ourselves and our time in order to focus entirely
on completing tasks that lead to the fulfilment of our goals and

dreams.

- Areproductive and efficient in our usage of time and keep wasted
timeto aminimum.

- Prioritizeand get theimportant thingsdonefirgt.
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BENEFITSOF MANAGING OUR TIME:

What ar ethe benefits of managing our time?

- We accomplish agreat deal more than before. Consequently, we
feel better about ourselves.

- We end up doing more things that we want to do rather than doing
things others want usto do.

- Wefed morein control. We know our priorities. We have a plan of
action. We don’t go in circles.

- Weapproach our task and our timein amoreorgani zed, efficient
manner. Consequently, we becomelessanxious, less panicky, and
less stressed.

- We spend most of our time doing important things, and waste less
and lesstime.

- We are better able to balance our work and personal life.

KEY SKILLS THAT WE NEED IN ORDER TO BETTER CONTROL OUR TIME:
What arethekey skillsweneed in order to manage our time effectively?
How about:

- Beingorganized.

- Being methodical/systematic/disciplined/consistent— setting and
following systemsand procedures.

- Being focused on goals and priorities — setting goals and objectives
andthenfocusing al our effortson accomplishing them.

- The ability to concentrate on each task, each activity — not wasting
any energy thinking and worrying about other things; focusing onthe
activity and completingit.

- Assertiveness — expressing our views in a way that is not offensive
to others.

- Beinga good listener — listening well to others, concentrating on
what isbeing said.
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- Communicating effectively — letting others know what is happening.

- Good planning skills— prioritizing actions to be taken and
incorporaingthemindaily plans.

- Good decision-making — not being afraid to make decisions, and to
take corresponding actions.

- Good people skills — knowing how to motivate others, to get them
to cooperate.

- Being determined/persistent— not giving up easily.

- Energetic— a “get things done” type of person.

- Logical — thinking things through in an objective manner.

- Dependable —being reliable.

- Patient—not letting things bother us unduly..

- Self-starter — taking initiative.

- Good scheduling skills — knowing how to schedule time in

accordance with thetask that needsto be accomplished.

Now, take afew minutes to rate your own skills by completing the exercise on
the next page of your program. Try to be as honest as possible when
completing the exercise.
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Personal Skills for Controlling Our Time

Skills

o Organized

o Methodica/Systematic

n Focusedongoalsandpriorities
o Ableto concentrateon eachtask
0 Assartive

o Goodlistener

o Communicetive

n Goodplanningskills

o Gooddecision-maker

n Goodpeopleskills

o Determined/Persigtent

o Energdtic

o Logica

o Dependable

o Petient

o Self-starter

n Goodschedulingskills

o Abilitytoconcentrate

O

O

My Rating

Excellent

Good Need Need
Some Considerable
Improvement

I dentify in your Personal Profile on page 53 of your Program, up to 10 skills
you are good or excd at, and up to 10 skills you feel you need to improve.
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11. Sixindividualsat work who waste my time the most and waysto
minimizethistimewastage:

Individual: Waysto reduce time wastage:
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12.  Sixindividualsin my personal life who waste my time the most and
ways to minimizethistime wastage:

Individual: Waysto reduce time wastage:
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CONCLUSION

We have now covered the key points within the program. It’s also time for
youto beginimplementing some of thegoa syou have set for yourself while
completing the program and to begin to use some of theidess, tipsand
techniqueswhich you find especidly hepful.

Be sureto frequently review your Personal Profile on pages 53 to 59 of your
programs, and the goal syou have set for yourself on pages 25 and 27. Also be
sureto takethe necessary actions over areasonabl e period of time, torealizeas
many of thesegodsaspossble.

Remember, however, to not try to do everything at the sametime. You may
otherwise, fed too overwhelmed, to continuethe program. So be sureto implement
your time management plan over an extended period of time, sothat you feel
comfortablewith the pace of your progress.

Wetakethisopportunity to wish you alot of successin your effortsto manage your
timemoreeffectively.
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MANAGING MY LIFE PROGRAMSIN THE SERIES

ThePrograms:

Managing My Life: Managing Stress
Author: George Beshara

Managing My Life: ManagingMy Time
Author: George Beshara

Managing My Life: Managing Change
Author: George Beshara

Managing My Life: Planning My Retirement
Author: GeorgeBeshara

Managing My Life: Making The Retirement Decision
Author: George Beshara

Maanaging My Life: Direct A pproach to Employment
Author: George Beshara

Managing My Life: Career ChoicesMade Easy
Author: George Beshara

Managing My Life: Careers For Heart and Spirit
Author: George Beshara

Managing My Life: Managing My Money
Author: Steven Shagrin

ManagingMy LifeprogramsareNOT availablein bookstor es.

If you areintererested in oneor more of the Managing My Life programsfor your
persona development or to makethem availableto afamily member or afriend,
please contact the organization or professional who hasmadethisprogram
avalabletoyou.
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PROFESSIONALS

Managing My Life program al useadult-learning methodol ogy and aredesigned
assalf-study courses. They arealso often offered by coaches, consultants, and
financia professsionds, inworkshops, in teleclasses or with one-on-one coaching.

You may beinterested in using oneor more Managing My Life programsin your
practice or may besmply interested in making Managing My Lifeprograms
availableas, co-branded, high-qudity, inexpensivegiftsto clients.

Benefits of Using Managing My Life Programs

1) No certification fees or special training to have access to the programs.

2) Managing My Life programs can be co-branded. Because we use print
on demand technology, your picture and bio and/or company information can
therefore appear on the cover of each program. You also do not need to
maintain alarge inventory of MML programs. In fact, you can even order them
one at atime and can al so have them shipped directly to your clients.

3) MML programs can be sold on your web-site as self-study programs. Since
you buy the programs at distributor price, you can mark them up accordingly
when selling them to prospects and clients. They can also make great, valuable
and inexpensive gifts for clients. Finally, you may simply want to
incor por ate one or more of the Managing My Life programs within a service
you are already providing and include the cost within your professional fee.

4) You have access to promotional brochureswhich you can customize, web
pages for marketing on the Internet, sample Managing My Life programs for
clients, and a customizable Quarterly Managing My Life Newsdletter for clients
and prospects.

5) You may also have access to Power Point presentations for each program if
you want to present a seminar or conduct a teleclass, an MML Guide and
regular teleconference meetings and ongoing support to help you successfully

integrate Managing My Life in your practice.

6) Depending on your needs, you can opt to use one or more MML programs. There
areal so no minimum gquantities that you must use every year.

If you areintererested, please contact theor ganization or professional
who hasmadethisprogram availabletoyou.
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A message from Pam Butterfield, Business Success Tools LLC, President

Our mission at Business Success Tools LL.Cis to provide organizations and individuals
with tools that support their success. We are dedicated to supporting improved
performance, helping organizations and people deal effectively with change to fuel
individual and organizational success today and in the future.

Business Success Tools LLC is pleased to provide businesses and individuals with
Managing My Life Programs, which have been developed and refined over the last
20 years and have been used by more than 100,000 individuals in North America in

team and group settings, on a self-study basis, and with one-on-one coaching.

Business Success Tools LLC is proud to be part of a network of Professional Coaches
and Trainers that provide one-on-one coaching, teleclasses, web-cast sessions and
on-site workshops using these high quality materials.

Visit www.BusinessSuccessTools.Biz to learn more about the consulting, facilitation and coaching services,
as well as additional tools, Business Success Tools LLC offers.

About Managing My Life: Managing My Time

The advent of innovative technologies such as personal computers, e-mail, cell phones,
wireless networks, and the Internet over the last several decades has plunged us 1nto an
information revolution. The speed and availability of information requires us to handle
more tasks and responsibilities and to respond faster — sometimes spontaneously — to
demands. While the demands on our time have increased exponentially, the amount of time
we have has remained the same. Each of us gets exactly 1440 minutes per day. Managing
My Life: Managing My Time leads you to better deal with increased demands by helping

you become a more organized, effective, and productive achiever.

What Clients Say

Our staff responded very positively to the ideas and approaches that were suggested in
your time management program. It's good to see them now thinking more in terms of
productivity and effectiveness. There is no question in my mind that the program has
helped us in our team-building efforts, particularly during the growth period we have
recently experienced.

Maria Sheppard, VP, Marketing, MSR Inc.

Overall, I found the Managing My Life: Managing My Time materials and the
teleclasses fantastic. The ongoing coaching/mentoring over the 10 week program, created
some positive habit development. As a result of the program, I have developed a time
management awareness that [ now bring to the fore front of my mind on an almost daily
basis. I have rated this program as ‘excellent’ in the areas of effectiveness and usefulness
for both my professional and personal life.

Joanne Tully, Human Resources Manager, Holiday Inn

Maximum Suggested Retail Price: $60.00
including the CD Managing My Life Deep Relaxation Exercises





