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fej:«: objectives

Define what time is and how to
management it

How self-care plays into productivity
. and well being
Working

Remote

Identify strategies for improving time
management
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f o RS ground rules

What happens in the training room,
stays in the training room

Respect each others thoughts, opinions,
and ideas

Tangents are good distractions

Get out what you put in
Parking lot for questions
Sit back, relax, and enjoy yourself
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Time can be managed - True or False

Name a time waster you've encountered working
remote

Why are breaks importante

How do you stay on task?2
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fel we manage events and
ourselves through...

self-care

setting priorities

usiNng straregy

\/}‘}

creating a

personal system
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Do things you Get enough
enjoy sleep

Checkin
with yourself
regularly

Drink plenty
of water

Take
lunch and
breaks
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fel EAP and
work-life services offer

Professional help for you and your
family members to resolve personal
and work-related concerns through

Legal Consultation

Work-life Services
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know thyself
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f of B know thyself
~ TIMEMANAGEMENTTOOLS

My Daily Task Log

Complete the task log below to record your daily activities. Make use of the first three columns to record the
time you started an activity, For each task, check off the corresponding Task Type. Fill out a log every day for
15 Days during normal days.

Date:
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f e] =i time wasters

Activity and Time

» do-overs

* low-priority items

T " . 'QFV\
- “soft” meetings and ) s,
interruptions

» do it yourself and
multi tasking
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fej: organize

4 Inbox

Benefit Stuff

Business Development

Expense Emails
Mandt
Memberships
Personal Travel
Reference
Thanks & Praise
Travel Res & Info

Drafts [5]

4 Sent Items

Customer Contacts

Deleted Items 6
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fei:

know thyself

when are you at your best?e

12 am 1 3 5 6 8 9 10 11 noon 1 3456 7 89 1011
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strategies
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prioritize

covey's matrix

URGENT NOT URGENT

ACTIVITIES: I | ACTIVITIES: ]
=
2
&
o
a.
2
= ACTIVITIES: Il | ACTIVITIES: v
<
&
o
a.
2
o
2

L B
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prioritize
y 0
covey's matrix
URGENT NOT URGENT

ACTIVITIES: I | ACTIVITIES: ]
- . 3
E Crises Prevention
£ | Pressing Problems Relationship building
2 Deadline-driven projects Recognizing new opportunities
= | Production problems Planning

Recreation
Production capability problems
| ACTIVITIES: Il | ACTIVITIES: v
E
g Interruptions, some calls Trivia, busy work
& | Some mail, some reports Some mail
= Some meetings Some phone calls
'o_ Popular activities Time wasters
= Pressing matters Pleasant activities
- = L B
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fei-: prioritize
Invest in Invest in
Beginning Ending
9am 10 11 12 pm 1 2 3 4 5
90 minutes = 19%
|
25
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scheduling

PURPOSE / PROJECT | EFFECTIVE-
TIME LOG 5[] e
R al 8 4 E\g
DATE 2 oor ] HEPHIE
e ) £ é 1§= _ b
aFs 5|2 23
TIME ACTIVITY NI
8:00 AM EMALL o M Vo ] i
6:10 AM x| | | | | X
8:20AM | COFFEE BREAK HRE o I
8:30 AM | X |
TR e e e
8:50 AM e xI T Ixt 1
_900AM | LKiL FROM RAVI .5 tal
910 AM | Discpss RESUME W/ TAY | x| X[
9:20AM | DROVE TO_BUILDING D’ S RES 2
“o30AM | T x| | | | j
9:40 AM STAFF * | i [ %
9:50 AM MEETING x| [ 11 L % pmm
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Parkinson's Law:

work
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fei e corollary to parkinson's law

“A conversation tends to expand fo fill the
fime available for its accomplishment”

~ that should have
L been an
gail. _
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felﬁ‘?@m@nﬁ Pomodoro technique

Choose a task you Set the pomodoro
want to work on timer for 25 minutes

Take a short 3-5
minute break,
stretching/walk/non-
work related

Have you finished 4 Take a 10-15 minute
full pomodoro — break after 4 full
cycles? pomodoro cycles
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felﬁ‘?@m@nﬁ Pomodoro technique

Inform Negotiate

Protect

Call Back
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fej:«: there's an app for that

32

connection

33
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f el=s: effective meetings

Start on Time Engagemeni
lateness = hostility/arrogance humor/distraction

o : , 4
Follow Agenda SEUCIEISH Lo
: 8 what, who, how, when - or be a hero and end
use previous action plan M e

|
34
f workforce . .

el effective conversations

appropriate fime

and location

success look

division of labor

agree to next contact
35
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f e] =i effective emails

a Polite
e salutations and closing
@ Forget Emoticons
/ * who what when where how why

If you are feeling hesitant to send

e think: would | want this forwarded?
* proofread yourself — proofread buddy

Still hesitant

e save in drafts - review tomorrow

36
fei;gm virtual meaningful
connection
mm ’
37
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feqme: post-test

Time can be managed - True or False

Name a time waster you've encountered working
remote

Why are breaks importante

How do you stay on task?2
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questions / discussion
5
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39

4/21/2020

20



®
workforce
resilience

Thank you!!!
Raquelle Solon,
FEI Behavioral Health

evaluations

40
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