Time Management for Library Staff

· Time Management is a good thing
· Accomplish more with the time you have
· Succeed despite economic circumstances
· Provide better customer service
· Achieve greater job satisfaction




· Using a Time Log
· How:
· Write down all activity
· Update frequently (every ½ hour)
· Repeat every day for at least 2 weeks
· Include small, “unimportant” activity
· Review:
· How much time are you spending on tasks?
· How often do you stop to do something else?
· Are there typical times when you’re busy/not busy?
· Can you delegate tasks?
· Managers: scheduling time for thinking/planning?



· Prioritize:
· Not everything is high priority
· Mark tasks A,B,C,D according to priority
· Use priority matrix
· Keep priorities visible
· Be flexible
· Goals:
· Set goals to change habits
· Pareto principle – 80/20 rule
· Use employer evaluation form



· To-do Lists
· Morning or evening for list creation?
· Include every single thing you want/need to do
· List is dynamic, should change often
· Suggestions:	
· 3-ring binder
· List tasks in order of importance
· Group tasks by day
· Include small, short tasks
· Group like tasks together
· Master list and daily list
· Paper vs. electronic? Doesn’t matter





· Scheduling
· Identify your available time
· Schedule time to accomplish priority tasks
· Schedule time for regular tasks
· Schedule contingency time
· Schedule time for professional growth


· Calendars
· Paper:
· One page per day
· Two pages per week (week-at-a-glance)
· Two pages per month (month-at-a-glance)
· Electronic:
· Smartphones
· Computers (Outlook, etc.)
· Use whatever makes you want to use it



· Workspace organization
· De-cluttering
· Perform a basic sorting of items:
a) Trash
b) Filing
c) Pass on to someone else
d) Needs more thought
· SPACE system:
· Sort your papers how it makes sense to you
· Purge your piles – be ruthless!
· Assign items a home
· Containerize – make them easy to grab
· Equalize – tweak your system
· De-clutter your computer:
· Give files a descriptive name
· Save files in larger folders
· File away desktop icons





· Filing
· “Retrieval System” not “Filing System”
· Sort first, file second
· Miscellaneous file
· Recycle ruthlessly!
· Move items or cross-reference
· Index your files




· Multitasking
· Don’t do it!
· Create priority list for serving patrons


· Interruptions
· In-person:
· Change workspace arrangement
· Be honest, tell people you’re busy
· Use body language
· Walk and talk / help me work
· Do not disturb sign
· Minimize co-worker chat
· Work during off-peak hours
· Don’t face windows



· Telephone:
· Don’t let the phone run your life!
· Let it go to voicemail
· Return calls as time allows, or schedule time
· Get caller to the point quickly
· Take notes during call
· Script outgoing calls


· Email:
· Turn off email notifications
· Set time for checking email
· Read efficiently:
· Scan/delete/sort first
· Leave inbox empty
· Purge regularly
· Composing messages:
· Be brief
· Phone/in-person for urgent messages
· Use of Cc: and Bcc:
· Useful, active subject line
· Save text of common emails
· 3 strikes rule
· Don’t forward jokes/junk



· Meetings:
· Schedule for morning
· Set agenda, distribute prior to meeting
· Start on time
· Time limit on meeting
· Demonstrate your preparedness
· Learn about meeting skills
· Two-way communication required?
· Thank your attendees!



· Procrastination:
· Dull or boring? Make it fun!
· Big and uninspiring? Take it slow.
· Overwhelming and complex? Start out small.
· Stuck? Ask for help!
· Too small? Schedule or delegate.



· Lateness:
· Live by your calendar
· Arrive very early and read
· Plan the night before
· Designate place for important items
· Use peer pressure


· Contact State Library:
· 800-928-7000, ext. 342
· 502-564-8300, ext. 342
· KDLAReferenceDesk@ky.gov 
· http://kdla.ky.gov/librarians/Pages/default.aspx 
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Time Log example – created in Word


	Important and Urgent
	Important and NOT Urgent

	Not Important and Urgent
	Not Important AND not Urgent



Priority matrix – Stephen Covey
To-Do List





















	Go
	Call

	Do
	Buy



Grouped tasks to-do list – created in Word
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	When Due
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To-do List – created in Word
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[bookmark: _GoBack]Web Links
· Articles and resources on Stress and Time Management: http://managementhelp.org/personalproductivity/time-stress-management.htm
· Several time management articles and ideas from MindTools.com: http://www.mindtools.com/pages/main/newMN_HTE.htm
· Wall Street Journal article reviewing time management strategies: http://tinyurl.com/yf6sjrc 
· Time Management Ninja – blog about time management, productivity, and goal setting: http://timemanagementninja.com/
· Buttoned Up – an organizational blog; search keywords like “to-do list” and “calendar”: http://getbuttonedup.com/category/work-everyday-life/ 
· From Love to Know, here is a page of printable time management charts: http://stress.lovetoknow.com/time-management-chart
· Desktop iCalendar Lite – a PC desktop calendar (free; paid version also available): http://www.desksware.com/desktop-icalendar-lite.htm 
· Efficient Calendar Free – a PC desktop calendar that’s similar to Outlook (free; paid version also available): http://www.efficientsoftware.net/calendar/freeedition.htm 
· VueMinder Lite – a PC desktop calendar (free; paid version also available): http://www.vueminder.com/ 
· Evernote – software that lets you save things you’d like to remember later (free): http://evernote.com/evernote/
· Remember the Milk – software to help you manage your tasks (free; paid version also available): http://www.rememberthemilk.com/
· Reverb – software to help you manage your projects and tasks (free): http://reverbapp.com/
· ManicTime – software to help you track your computer activities (free; paid version also available): http://www.manictime.com/
· RescueTime – software to help you see how you’re spending time on your computer (free; paid version also available): https://www.rescuetime.com/ 

