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LEARNING OBJECTIVES

* Increase awareness of time management strategies

. Implement self-selected strategies

. Predict external time wasters

. Examine how time is spent

. Model how to set priorities

. Organize tasks by category

. Assess the importance of using a planning tool
. Perform work in a timely manner

. Schedule time appropriately
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BREAKER:

Time Robbers




INTRODUCTION

Time Management

Effective legders manage their own time wisely and use their group’s time well, too.
Good planning is essential for time management. Here are some mare tips that can help
you and your crew.

. Pr'im-itize. Your time and energy are limited. Keep your focus on your vision, giving
priority to the tasks that will most advance your goals.

* Be Time-Aware. You cannot manage time well without being aware of how long things
take and how you are using your time presently.
« Delegate and Divide. Break large tasks into smaller ones. Involve others in getting the

task dane.
Reduce Distractions. [ncrease concentration on the task at hand. Find a place free of

other distractions ta get work dane.
Take Breaks—and Take Care of Yourself. Good diet, exercise, and sleep habits will make
you more efficient with your time. And when you've been working for a while, take a.

break so you can come back re-energized.
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TRACKING YOUR TIME

PART |
Where Does the Time Go?

Apoendix A

Werc:heet: How Do | Use My Time?

Part b Evaluats the bast 24 howss and walsulate bow sy wine o wuspant vacad of the
o dow aig ectivites. You raay add othe activities as reeded.

\ . minutes deepirg mirutes communicating with friends

Y . (zhat sext, Facdbook. pkene, in
. mirutes with my Bavily person, ek )
RE minutes waching TY VIS cn Venari vy activities
AW P \ minutes reading miruttes playing or practizng sports

minutes caling

Part Il Now kth caamine how you sped your s oo s lwel s b Bead cad staic o bedow
If your roponse (o 1 statamert is whens, gve yoursella X H your answer is soreel mees, give
vounaedl ¢ L1 vour @aswer b runcy, give younscll & 1,

havea dedicated Sim:= for stadying each day

"~

keap track cfmy amignmeants and regalardy ¢ aeck for arogress,
3, © peepae any materials I may need before | begin o sudy.

4. 7 mwid distractiors when stadying

e 5 [ usdorake asdgrnments in large segoents to avord bst-minae worke
\ S Part I, 2eflect 03 how rou aneweced the qaetioes above and £l] eut thischat by Leting tacks

and essignovancs that fit each of the three categorias

f > Tasks that 1 acad to do somctines, but not every day

Tasks that 1 sead to do o ¢ Juily basis

Tvponan ks that ragain: asgaifican: amosnt of ties:




TRACKING YOUR TIME

PART [l
Where Does the Time Go?

Appencix 8

ll',mg a lea ‘o Debery ine How You Spead Yo' | ime

Create and maintain a daily leg of Fave von ipend youe time Yoo may be o mpeiad at howe vacs
tirse vou spend on venous tasks ar how moch time & spent with phone calls and inter ruption:

\( 1 . The tiese log can provide yos with 1 stasting pein: to deteresne focus areas for ipprovenent.
EG " How lorg you mamrtan ty log wil depend on the nature of vour work. For most pecple,
heeping the leg caily tor sac week will suthee for cthers, & may require & mcnts or two, Divide
your day rte cegmentsof 15 -J0 mirstes fperhips even dcrter segments ifapprcprate bor
AW your shadule),
\M Record exactly ho you spend yoar timewbe specihc. Lag vour time as pon 3o nctat the end
B of the d2y. You may rotmeed 1o top and record every 15 minutes. fust do b each time pour

attention shifts fram oaz tesk to another.

Ery not “o ¢hange your habils curieg this time, ¢ven i you see obwicus areas where veu could
gar betur contro., Ler the came approach vou woukd take to dartirg a lood jommal if you were

\ O g an ¢ dict. The object is to ge & realistic picturce of your typical schedale
* a Afer completing the time log, assms yoor Lasks and ceparats them into calegneies acconding
to the nature of cach. For example, yor may use calegories sucy as homewaork, meetings, social

media, phone cals anc exts, schod, planring, exerdsing, s eering, working, etracurnicular
‘ \ activitics, sports, at¢, Caleulate the percontage of time spenton cach caegory. Thoa will provide

‘e( m\ you with a better picture o how you sovnd vour time.,
“'O D e Look for paterns n yeur assessmenh
Y OU o Do yousgend o sy Lrae oo rostiee lehs?
OW e Coud vew devise vays to s mphfy or stseamling time-zonsum ing jobs?

»  What tinecsduring the day are busicat for you?

d Y O UV o Whers conld you rrgan 2¢ yoa~ whedin e tnwork mose conesen Iy
e n o Wher are you mest and least productive?
S p o  Are there aar cbs thax you shoukd ddegaie w0 oters”
T 1 m e « Do youwork on tasks tha: don™ even reed to be done?
\ o Whetwe the cumsecuan.es il you Jon' Jo s partioular tash?

«  How cculd you e fectvey use your down ime ¢




TRACKING YOUR TIME

(PART II)
DEBRIEFING

12 to 15 points = Great. You have awesome

study and time management skills.
7 to 11 points = OK. You have some good habits,

pbut they can use a little improvement.
6 points or below = Needs improvement. You can

use some help with your study habits.




SETTING PRIORITIES




PAIRED COMPARISON
ANALYSIS ACTIVITY

Paired Comparison Analysis Worksheet

STEF L:In the spaces below, list each of your options, Then, write a short version of the options (0 the grid bedow, neat to each letter inthe
shaded baxes. This is to help you eas!ly recal! which nption is which while comparing.

A) E)
E) F)
Q) )
D) H)

STEP 2 For cach square 1 the grid delow, comrpare the optior: in dhe row 1o the option in the column. Cirele the ‘ctier you prefer.
STEFP 3 Next e ezch leiter you coreled, cirele the number that Best expresses how strongly you feel shout your preference, or this seale:

| =slightly prefer 2 = moderately prefer 3 = greatly prefer

B: C: | D: E: Ik G: H SCORES
A .Aorfi-123 Aori':—l'?.:}‘.‘.orl')-lz:’ AorE-123 .‘\orF-123.Aor|‘.—12.’-- AorH-123 | A=
A B: Bon‘.-lZB‘I?;mD-IZS BowE-~123 B(:rF-lZB-BorG-IZF- EorH-1Z23 | B=
C: :Cor)-123 CorE-123 | CerF-123 CorG-222 | CorH-123 |C~
D: Dm’l—l"'}‘)c-rf—l'.!:l-Dorﬁ-lZZI‘Da'll-IZIl»D:
E: FerF-123 EorG=1235 | EaorH-123 | E=
F: ForG-223 ForH-1223 |F~
G: CorH-123 | G=
H H=

STEFP 4 Add the scores for ezch leiter, and enter them in the rightmost colomn. Make <ure von check each letier’s calumn amd row

Paired Comparisun Analysis ‘Worksheet '
Omiskills, | 1C » amniskills comfeps or craativeproh emsolzing cnm (ninisalk

e T S
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LIGHTEN YOUR BACKPACK




LIGHTEN YOUR BACKPACK

Appendix C
Worksheet: Lighten Your Backpack

You have been a member of your Venturing crew for almost a year. You are the activity chair for
a camping trip scheduled four weeks from now. This is a popular crew adventure that is held at
a state park 40 miles away, and reservations are on a first-come, first-serve basis, so plans must
be finalized well in advance. Meanwhile, you still have all vour usual responsibilities each dav—
schoolwork, errands, household chores, etc.

Scan through the items on this list and, using the Paired Comparison Analysis method, assign a
priority score number to each one.

B Crew officer meeting, 1st Tuesday
Crew meetings, 2nd and 3rd Tuesdays

Meal planning for crew campout

Reserve horses and mountain bikes at state park
History paper due this Friday

Qutline for English paper due a week from Monday
Schedule a haircut

Mow the lawn



USING PLANNING TOOLS

Appendix D

Cay Planner

One of the most traditional planning tools is the diarv, or planner. There are several tvpes of
planners to choose from, so find one that smits your purpose. You may want to see one day at a
time or the entire week at a glance. You may opt for a standard diary to simply record events and
appointments or a personal organizer with a diary, address book, task list, and notebook, You may
prefer to use an electronic planner that stores details in digital form,

Remember: Whichever form you use, you must use it consistently.

G\( A_o Here are a few tips for making your planning tool work for vou:
= |

« Take time to record appointments and events in your planner as they are made. Den' jot
F OR them down on another piece of paper to transter to vour planner at a later time.

o Include preparatory time in your planner if the activity will require travel or other tvpes of

CT \\/ \TY advance work. Likewise, include follow-up time after the activity.

«  Use color to denote different types of tasks or important tasks.
«  Allow unscheduled time for unexpected situations that may arise.

»  Determine which planner format suits you best (e.g., weekly or daily calendar with one or two
pages per day; size; type of fastener, etc.).

«  Alwavs carry your planner with vou. If this isn't possible, carry at least the calendar page and
task list for that dav.

« Keep your goals, projects, and other important lists in your planner.
« Regularly sync vour electronic planner or refill vour paper planner,

+  Only schedule about 70 percent of your day. Remember to make an appointment with
yourself—to exercise, take a break, or just sit and think.



PLANNING TOOLS
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SCHEDULING YOUR TIME

“There is always enough time for the

iImportant things. The busiest people
are able to find time for what they
cGY 6 want to do, not because they have
ST\;P\\I/:T( 5 PLAN any more time than others but
AL AHEAD because they think in terms of

‘making’ time by careful
scheduling.”—Alan Lakein,




SCHEDULING YOUR TIME

STRATEGY 6: ALWAYS PLAN AHEAD "ARETOPRINGIPLE
B
This rule tells us that, typically, 80 percent of
our effort generates only 20 percent of the % =p R?[SQJZ?
result. The remaining 80 percent of the result
IS achieved with only 20 percent of our effort. While the
ratio is not always 80/20, this pattern recurs so frequently

as to be the norm in many areas.

The time management tips and skills you learn in this
training can help you focus as much of your time and
energy as possible on high-reward tasks. This allows you
to achieve the greatest possible benefit even when the
time available overall is limited.




SUMMARY

Practicing good time-management skills results in higher levels of
productivity, more energy, less stress, the abollity to get things done,
positive relationships, and increased self-esteem. In this course, you
have learned:

* How to determine what is important and urgent

Ways to gain control of how you spend your time

« Tools for improving time management

 The importance of scheduling

* The need to complete work in a timely manner
« How to control “time robbers”




CLOSING

Time management is really just a fancy term for
balancing more than one responsibility at once. Like
any other sKill, it takes practice.

The most difficult part of time management is holding
yourself accountable for practicing the skills you have
learned.




