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About me… 

 I am not a time management guru! 
 I am a (slightly messy) librarian 
 Can be a procrastinator  
 Prone to clutter 

 
 

 

Presenter
Presentation Notes
First of all, I am not some sort of TM guru, nor do I claim to be. In reality, I’m a slightly messy librarian who has been asked by the powers that be here at KDLA to put together a presentation on TM for public library staff. Sometimes, I am a self-proclaimed procrastinator too, and sometimes I am prone to clutter. I really have to stay disciplined to avoid both of these personality traits, and I am more successful at it some times than others. So please don’t think of me as someone who knows all about this and can’t relate with any of your TM struggles, because I certainly can. To prepare this presentation, I’ve basically scoured the TM literature that we have here at KDLA and read lots of websites, viewed other presentations, things like that, so I hope that I’m able to pass on what I’ve learned to you. 



Agenda/Goals  

 Time management is a good thing! 
 

 Where does the time go? 
 

 Manage the time you have 
 

 Organize that desk! 
 

 Eliminate the negative! 
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I wouldn’t be a good TM instructor if I didn’t present you with an agenda before we get started.  First, I’ll spend a few minutes on why it’s a good idea to build your TM skills. Then I’ll talk about how to figure out where all your time is going with discussion about time logs, prioritization, and goal-setting. I’ll talk about how to implement what you’ve learned so you can manage the time you have by using to-do lists, calendars, and scheduling. I’ll give you some practical pointers on workspace organization and filing, and we’ll end with a discussion of the negatives of TM, the things that can drag you down into bad habits – things like multitasking, interruptions, and lateness.



Why must I do this? 

 Allows you to accomplish more  
 Serve more patrons 

 Downsizing/budget cuts = more work for you! 
 Customer service-oriented profession 
 Plan for patrons & questions 
 Provide consistent responses  
 More time for your projects 

 Increased job satisfaction 

Presenter
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I’m sure some of you are making this face right now and saying “Arrrgh, Charly why do I have to do this? It’s such a pain in the neck and it can’t be worth it, can it?” Well, I’m here to assure you that TM is worth all the effort that you are about to make and here’s why.For a lot of us, we started working in libraries because we like helping people. We want people to enjoy the library and reading as much as we do, and we have all kinds of ideas running around in our head about how to help people do this. Many of you may think that scheduling your time everyday or using a to-do list is too restrictive, and it moves you away from that goal of helping people and being creative. But this is absolutely not true. Good TM skills actually allow you to accomplish more with the time that you have, which in turn will allow you to serve more of your patrons and to serve those patrons better.In the past few years, just about every library in the US has had to downsize or deal with a decreased budget, which means that you’ve all been taking on work from people who aren’t being replaced when they leave, or you’re adding programs with fewer staff to administer them, which makes our workload that much heavier. Whatever your situation, good TM skills will help you succeed no matter how much work you’re being asked to do. Library work is a customer service-oriented profession, and because of that it makes it difficult to use time effectively. The very nature of our work requires us to always be available for assistance to others. Because of this, we’re always trying to balance what should be done or what we want to be done, and what’s actually being done. And we just have to face the cold, hard fact that there isn’t enough time to do everything we want to do. But with good TM skills, we can get the important tasks and projects done without running ourselves ragged. Our TM skills will teach us to plan our day and schedule our time around the questions that our patrons bring to us and the requests of our co-workers. A lot of the time, library work is a series of interruptions. Now, I’m not saying that’s good or bad, it just is. And we want to help people with their questions and requests, but at the same time we have lots of other tasks to attend to during the day. Good TM will help you learn how to schedule in time for interruptions and manage them in a way that will not only help you provide consistent responses to staff and patrons, but will also help you do more of what you’d like to do in the library. You’ll have more time to spend on planning and executing the projects that you feel are important for your library and your community.And finally, building and utilizing good TM skills will help you achieve greater job satisfaction. You’re going to be able to do more with the time you have, which will help you feel as though you’re actually doing the job you started out to do instead of feeling frazzled and over-worked. Doesn’t that sound nice?  Remember that you can’t add more time to a day – time is finite. You can only learn to use it better. 
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And as a final example, see if this sounds familiar to you. Christmas is on its way, and you spend all of your extra time running around like crazy, shopping, getting people’s addresses and sending out cards, throwing and attending parties, maybe doing lots of activities at your church. You know what it’s like – for a month you run around like your hair’s on fire and then when it’s all over, you experience a big letdown. You were so busy doing all of these things that you missed the most important parts. You were very productive, meaning you got a lot done, but you weren’t very effective – you weren’t effective at enjoying and spending time with friends and family and doing the things you really enjoy. Imagine all that, which is probably a very real feeling for a lot of us. How does that picture look to you now? Stressful? Like a lot of work?Now, imagine this. What if you were to pull out your calendar right now and schedule in time for buying and sending cards. And what if you were to make a list of all the people you are going to buy for, and then you schedule in 3 evenings and 4 weekend days to complete all your shopping? How would that change your Christmas experience? What if you finished your shopping and mailing early, leaving you the whole month to enjoy the parties and the family time and the church activities? How much more would you enjoy the holidays then? And how does that picture look to you now? A little more charming, a little more relaxing? This is what I hope to help you achieve today. To arrange your work life so that the very thought of it no longer stresses you out. 



Use a Time Log 

 Why? 
 The human brain is unreliable 
 See how you’re spending your time 

 
 Want to lose weight? Write down what you eat. 
 Want to save money? Write down what you spend. 
 Want to save time? Write down what you do. 
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The first step I recommend taking in your journey to better TM is to spend a couple of weeks filling out time logs. Using time logs is an integral part of improving your TM skills. This is because the human brain is notoriously unreliable. If you were to ask someone how they spent their day at work, chances are pretty bad that they’ll actually remember everything they did – all the interruptions, all the time spent checking email. They could give you a broad picture of what they did with their day – the “important” things – but the little things are important too. When you add up all those little things, they comprise a large chunk of your day. So, using a time log will actually let you see how you’re spending your time during the day and then will let you go back, review your days, and improve your TM. Think of it this way – when you want to lose weight, one of the best things to do is to keep a journal and write down what you eat; if you want to save money, you keep a journal and write down what you spend; to save time, you need to write down what you do during the day. But a time log doesn’t have to be complex or time-consuming. Let’s take a look at an example of one…
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This is the time log that I use. You’ll find a copy of this in the handout that was send prior to class. It’s just a simple chart I made up in Word. My work day goes from 8am-4:30pm, so I just made half-hour blocks throughout the day, with plenty of time to notate my activities. At the top of the page, I write down the date. Then, at the end of every half-hour block, I write down what I just did for the previous half-hour. You want to update it as often as possible, at least every half an hour so you won’t forget anything that happened during that period of time. Then, at the end of the day, just put it in a file. Don’t do anything with it right now. The next day, pull out a new sheet, and start again. Do that every day for at least 2 weeks. Here is an example of one of my days…
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So you can see I notated the times I checked my email, what I did each half-hour, even if there was a break included, and at the very end of the day, I even notated the small things I did too. Now, I’m mainly a cataloger. I don’t work with the public very often and I don’t get a lot of phone calls. You may – if so, be sure to write it all down on here. Every time you talk with someone, answer the phone, even when you do something non-work related like make a personal phone call, write it down. At the end of the two weeks, go back and review all your daily logs. See how much time you’re spending on tasks. See how many times you’re stopping what you’re doing to do something else. Then, ask yourself these questions: Are there typical times when I’m busy or not busy? Are there things on your list that you can delegate to someone else? If you’re a manager, are you scheduling any time in for planning or thinking?When I went back and reviewed my time log, here are some things I noticed. My interruptions are few, and usually consist of asking my co-workers questions. I also noticed that I tend to do the same work or projects for a large block of time before moving on to other things. I can really get trapped in this sometimes, and spend whole days on one or two things, which makes me less productive than I’d like to be. So, I realized that I need to set time limits for myself for what I’m working on so I can get more things done. Finally, just the act of filling out the time log made me more aware of what I was doing. I knew that I was going to have to be writing down what I had been doing for the last half-hour, so it make me more responsible with my work decisions. Once you’ve finished looking over your time log, you can begin to prioritize. Despite what you may think, not everything you do at work is high priority or really important or has to be done today. Prioritizing your daily activities will let you organize effectively around the things that are really important. Using that priority column, go through and mark everything according to its priority using the letters A, B, C, and D. A: not doing these things will get you fired; nearing their due date; assigned by your boss. They’re immediate, high-priority tasks. B: need to be done, but not of major consequence; don’t need to be done soon; may move up to A-level priority as their due date approaches. C: not important to anyone; not critical; no rewards – put it away and let it age, and if someone asks about it, move it up to B. You could also use D if it’s something you can delegate, if you’re in a position to delegate. 
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It might also help you to use a matrix, like this one that was popularized by Stephen Covey. Basically, you’ll prioritize your tasks by these four categories (read through them). This will help you to really see what you’re doing that needs to get done and what you’re doing that you can move to the back burner. Once you prioritize your tasks, write them down and keep them somewhere visible – on the wall, etc – and use that list to keep you on track. But, don’t beat yourself over the head with your priorities. Remember that prioritizing should be simple, and give yourself permission to shift the order of the items as needed. 



G O A L S 
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We know that when we undertake something like TM training, if we want to get good results, some things are going to have to change. But how do we know what changes to make unless we know where we’re going? What do we want our end-product to be? The answer is, we need to set our goals in order to be able to change.You may have heard of Vilfredo Pareto. Pareto was a European economist who, in the early 20th century, demonstrated a ratio that’s now called the Pareto Principle. He claimed he could prove that, throughout history, 80% of land ownership was held by only 20% of the people. This principle eventually crossed over into just about every other discipline – business, software creation, even occupational health and safety. In TM, the theory states that 20% of your tasks yield 80% of your results. So, if you had a list of 10 things you wanted to do today, only 2 of those are things that really account for you having a job. The rest can wait. It’s a little difficult to believe, but once you get in to reviewing your time log, I think you’ll see that it generally holds true. For me, my 20% is cataloging – because that’s what I was hired to do. I may also have to work reference, put together a training program, but if I don’t get my cataloging done, I’m in trouble. So find your 20% and make it your goal to not only to complete those tasks but to schedule in time to complete those tasks. It may also help you to take a look at your yearly evaluation form. Once you determine what those things are, create goals to help you figure out how to get those things done to the best of your ability. Over time, you may find that a goal you’ve set really isn’t a priority for your organization, or maybe it’s become obsolete with time and circumstance. That’s okay – just revise your list and keep on trucking. The point is to keep those important things the important things, and remember that less important things may never get done. Here’s a quote from the book “Organizing Your Day”, “Remember that time management is not the art of getting everything done. It is the art of getting the most important things done. To put it another way, it is priority management.”
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Once you’ve determined what your priorities are, and set some goals for yourself, it’s time to make a to-do list so that you can be sure you’re keeping track of those things that need to get done. There are several different ways to go about creating a to-do list – I’ll introduce a few and hopefully one will click for you and be useful. And, I’ve provided samples of these in your handout so that you can use the ones that appeal to you. And don’t worry, none of my suggestions include getting a tattoo like the one in this picture.



To-do Lists 

 Create it morning or evening? 
 Add everything to the list 
 Continue to add during your day 
 3-ring binder with loose-leaf paper 

 Complete tasks in order 
 Group tasks by day 
 Don’t forget the small stuff! 
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The first thing to do is decide what time of day you’re going to create your list – at the beginning of the day or the end. Mostly it depends on which feels better to you. Most of the TM lit. recommends that you create it at the end of the day, so you can come in the next day and hit the ground running. Either way just get everything down on the list – every single thing you can think of, large or small, that you’d like to get done. Remember that your list should be something that changes during the day. As things come in that you need to do, add them to your list and give them a priority level. To facilitate this, here’s an example of a very simple method that a colleague of mine uses: he takes a plain 3-ring binder with loose leaf paper and writes his tasks down on the paper. You could just use one sheet for each thing that needs to be done, or you could give each sheet a category and then add the item to the category. A very popular way to create a list is to write down your most important tasks in order of importance, then work on them one by one until each is completed, not skipping ahead.If you’re the kind of person who likes to spend large amounts of one time on one task, then you could try grouping tasks on your list by day. For instance, spend most of Friday cataloging, spend most of Tuesday shelving, etc.Additionally, you should be sure and have plenty of small items on your to-do list – things that take 10 minutes or less for when you just need to plug something in on your calendar. This could be things like reading email, returning calls, or cleaning off your desk.
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Here is another method that might appeal to you. Take a sheet of paper, divide it into 4 quadrants. Here, we have “Go, Call, Do, & Buy”, but you can modify those to match your tasks or job description. When you group tasks together like this, you’ll find that you can do several of the same kinds of things. This method makes a lot of sense – imagine yourself at your desk working on a project. You suddenly remember that someone called earlier, so you stop what you’re doing, listen to the voicemail, and call them back. Then, you see that some new email has come in so you stop and read all those. Every time you have to stop what you were doing and switch over to something new, it can take anywhere from 5-15 minutes for your brain to become re-focused on the original task. So, if you do a series of tasks that are related, you aren’t wasting time trying to get re-focused. Instead, group all of your phone calls together and return them at the same time. Set a time to answer emails and do them all at once. You can even put a star next to the most important ones so you’re sure to do those first. 
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Here’s another to-do list that you can try, and it’s simple. Write your tasks in the left column, a due date in the middle, and any notes you need to make on the right. You can even place a star on the left next to the highest-priority ones. 



To-do Lists 

 Two lists: 
Master list 
 Daily list 

 
 Electronic lists are good too 
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You may want to try having two to-do lists; a master list, which is basically a reservoir of to-dos, a broad list of everything you need to get done; and a second list that is a daily to-do list. You would keep everything you need to get done on the master list and then pull things off of it for your daily to-do list according to priority or deadlines. Also remember that it doesn’t matter if your list is paper or electronic. There are lots of great electronic to-do lists out there, including the Task function in Outlook. It’s great because it ties right in to your email, and shows you daily deadlines. It’s also very easy to modify and add things to your to-do list with an electronic one. So you can see by just the few examples that I’ve shown you, there are near-limitless possibilities to the kind of to-do list that you can choose. Just remember that your list needs to be a living thing – it should be updated frequently, daily at least. You should be continuously crossing things off and adding things on.



Scheduling & Calendars 
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Once you’ve got your to-do list set up, you’ve got to actually find the time in your day to accomplish those tasks. This is where calendars come in. A calendar should be a place for you to plan out your day, week, or month, not a place for you to record the tasks you need to do, so be sure that these are two separate entities. You want to use your calendar to plan for every hour in your work day, even if it’s just time that you’ll be sitting down doing nothing on your break. 



5 Steps to Scheduling Your Day 

1) Identify your available time 
• Block out time for meetings, events, etc. 

2) Schedule time to accomplish priority tasks 
3) Schedule time for regular tasks 
4) Schedule contingency time  

• (CRISIS!!!1!!) 

5) Schedule time for professional growth 
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So how do you go about filling out your calendar? Here are 5 steps that you can take to easily schedule your day: First – you want to identify your available time. So, block out times for meetings, events, anything that you know about in advance and must schedule time for. Now, you can see the time you have left during you day right in front of you. Second - take a look at your high priority tasks from your to-do list, and block out time to accomplish each of those tasks. You don’t have to finish all of your high priority tasks that day, just block out time to make progress. Third – block out time for regularly occurring tasks. These are any repetitive tasks that you know have to be done, whatever it is that you do on a regular basis. Fourth – Block out some time for contingencies, meaning crises. You don’t have to schedule in a particular time period, like only setting aside 2-3pm for emergencies, because that’s not realistic. Just make sure that you allow yourself some time for stuff like that to come up, especially if you’re a supervisor. Then, near the end of the day, if you miraculously don’t have any, you can use that extra time to tackle something else on your to-do list. Fifth, final – Plan a little time for your professional goals, whatever those are, be it reading from a journal or doing some networking. This is an integral part of your professional growth, so schedule in a little time every day or maybe 3x a week.



Which one should I choose? 

o Paper 
o One page per day 
o Two pages per week (week-at-a-glance) 
o Two pages per month (month-at-a-glance) 

 
o Electronic 

o Smartphones 
o Computers (Outlook, etc.) 
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So now I’m sure some of you out there are wondering which calendar you should choose to plan your days. Well, if you’ve ever been to the office supply section at WalMart, you know that there are more types of calendars and planners than you can shake a stick at. Here’s a rundown of some of the different types of calendars out there, both paper and electronic:First, in the paper arena, there’s the one page per day calendar. This is good if you’re the kind of person who likes to make a lot of notes on your daily schedule. Maybe you like to jot things down as you go and then move them over to your to-do list.There’s also the two pages per week calendar, otherwise known as the week-at-a-glance. You can choose this one if you prefer to see the whole week at one time to plan. This is what I prefer, but it can sometimes be hard to find one large enough to write in everything you want to do during the week. Finally, there’s the two pages per month, or the month-at-a-glance. This is good to use if you do a lot of long-range planning or are working on complicated, long-term projects with lots of activities and deadlines. Some other calendars have this option in addition to the other smaller breakdowns, which I find helpful. Understand that there’s no right or wrong here, you should just buy one that appeals to you. You should enjoy using your calendar, if you can imagine that! You should enjoy it so much so that if you ever notice that you’re using your memory instead of your calendar, you should get a new calendar that works better for you.In the electronic world of calendars, first we have smartphones. Smartphones are great because you can do so much with them. You can connect them to the Internet and sync them with your emails, send your schedule to other people, things like that. So check out the options available to you on your smartphone, and make it work for you. Just remember that with these it can be hard to see more than one day at a time. Additionally, how much you use it will depend on how excited you are about technical stuff. So if you’re just not into things like that, don’t beat yourself up because you’re afraid you don’t look as cool as the person next to you. This isn’t a popularity contest. It’s about making you better at handling your time. Finally, remember that most computers have calendar applications available on them. Outlook is probably the most popular one in use, but Google and Yahoo also have free calendars available, and there are tons more out there if you don’t like any of those. Additionally, a computer calendar usually offers synchronization with your email account for easy scheduling. And, you can set them up to text or email you reminders when something’s coming up. You can easily edit them if something comes up or changes during the day. Also, you can usually change your view between day, week, month, and year, depending upon what you want to see at that time, so it’s kind of like having all those paper calendars rolled into one. 



Workspace Organization 
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Now we’re going to talk a little about workspace organization. Hopefully your desk doesn’t look quite this bad, but even if it does, I’ll give you some tips to help you make a dent in the chaos.I want to start this off by saying that people are different. Some people love a clean, neat desk, and the thought of their desk looking like this picture gives them the heebie-jeebies. Other people have desks that look like this, and may not see anything wrong with it. I’d venture to say that most of us are somewhere in the middle. And I’d also say that all of us could be more organized than we are right now. If you’re one of the messy desk people, remember that messy does not necessarily mean disorganized, unless you can’t find things quickly. Then you’ve got problems and need to make some changes. Additionally, what looks messy to some people is just a different type of organization to others. Some people prefer for things to be out and visible instead of tucked away in drawers. The same thing I said about using a calendar applies here – if you try to force yourself to be one way or the other, or use a system that just doesn’t fit you, that can lead to even more conflict and dissatisfaction than your original system. So here are a few ideas for organization. Use what works for you, tweak it to fit you, and if it doesn’t work, move on to something else.The first thing you have to do is eliminate clutter. Clutter is the enemy, and it will not fix itself. People give all kinds of reasons for keeping items that clutter their workspace: they don’t want to get rid of something because they worked so hard on it; they say an item has sentimental or “historical” value; or, maybe they’re just a pack rat. Whatever the reason, before you can do anything else, you have to get rid of the clutter. Why? Because who knows what could be down there! Buried treasure, maybe even a winning lottery ticket, but you’d never know under all that clutter!



De-Cluttering Your Space 

 Put papers into piles: 
1) Trash 
2) Filing 
3) Pass on to someone else 
4) Needs more thought 
 Do it twice: quickly, then slowly – be ruthless! 
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So, how do we get rid of it? Well, I have a couple of suggestions. This first suggestion is a basic sorting of items that is intended to help those of you who need to get rid of a lot of stuff quickly. First, begin picking up papers and putting them into one of four piles: Trash, filing, stuff to pass on to another person, and items that need more thought. The first time you do this, move quickly. Just quickly put them in the first pile that comes to mind – and trust your gut, your instincts are usually right. Then, go through all the piles a second time, a little slower. And this time, be ruthless. Really question whether or not you’ll need that paper in your hand again.



De-Cluttering Your Space 

S P A C E 
 Sort – how it makes sense to you 

Purge – trash/recycle 

Assign a home – easily found 

Containerize – easy to grab 

 Equalize – tweak your system 
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The next suggestion I have is to use the SPACE system, which comes from professional organizer Julie Morgenstern. SPACE stands for sort, purge, assign a home, containerize, and equalize. Here’s how it works. First, sort your papers however it makes sense to you. Do you want them to be chronological by month? Go for it. Want to keep items from certain people together? That’s fine. Second, go through all the piles you’ve just sorted and purge – either dump papers in the trash or recycling bin, or shred it. Basically, if you haven’t used it recently, you probably won’t in the future. Be ruthless here. The more stuff you fail to purge, the harder it’s going to be to get organized in the end. Third, go through the items you have left and assign them a home. The rule here is, you want to keep things where they can be easily found and used. If the paper is something you use on a daily basis and you need it at hand, then make a pile of things to keep on your desk. Or, decide to create a file to go in a drawer. Just make sure you’ll be able to find it quickly and easily. Fourth, choose what kind of containers you’re going to place these materials in and get everything put away. Not everything needs to go in a filing cabinet if that’s not what you want. If you want to put some things in file cabinets and some things in vertical files on your desk, that’s fine. Just get everything moved into some sort of a container so that it’s not just out there cluttering up your desk. It needs to be in a logical place where you can go and grab it. And remember that in some cases the old-school in-box may still be useful – it can be a good place for new work to live until you can give it a home. The fifth and final step is to equalize. Every single organizational system out there needs to be tweaked and updated regularly to make sure that it’s still working for you the way you originally intended. So go ahead and mark out some time on your calendar, maybe at the beginning of each month, to review your whole organizational system from start to finish and decide if it’s working for you or if it needs to be updated. Your job duties and needs change and your organizational system needs to change along with it. 



De-Cluttering Your Space 

 De-clutter your computer: 
 Electronic files – descriptive names/labels 
 Put files in folders 
 File away icons! 
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For a lot of us, keeping our computers de-cluttered can be a daunting task. And sometimes it doesn’t even occur to us that our computers need to be just as organized as our desktop workspace. See if this scenario sounds familiar: you go to find a Word document on your computer, but you’re having trouble finding it because you just let the computer name all your Word documents and then save them in a general documents file. So, every time you go to find a file, you have to remember that specific file’s name – or else spend 10 minutes looking through all of the other files to find it. To remedy this situation, be sure to give every single file you save on your computer a descriptive name. Don’t just let the computer name the file. Instead, personalize it and make sure it’s something you’ll be able to identify later. Second, put your computer files into larger folders. Don’t just leave all your files hanging out there by themselves so that you have to sift through them every single time you want to find something. Create descriptive folders, by subject, by project name, by person – whatever – and put files in those folders.Does this picture look familiar to you… do you save every single file directly on your desktop? And then you have to remember it’s location on the desktop or spend time searching for it? A solution for this problem is to only keep things you’re working on right now, or things you use on a daily basis, on your desktop. Move everything else to those descriptive folders I talked about a minute ago. And be ruthless on this too. Chances are you’ll only need 10-20 icons on your desktop at any one time, maybe less. If you’re in the habit of saving things on your desktop as you create them or find them out on the internet, stop! Instead, create broad project folders for your major projects, then create folders inside of those folders for activities related to the project. 



Filing tips 

 “Retrieval System” not “Filing System” 
 Sort first, file second 
 Miscellaneous file 
 Recycle ruthlessly! 
 Move items or cross-reference  
 Index your files 
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Another thing to consider when it comes to organizing your workspace is how you’re spending time filing things. Filing can be a huge time-waster if it’s not being done quickly and efficiently. So, here are a few tips on how to deal with filing all the papers that come across your desk. Remember, the object is not to store things, but to be able to find things. Think “Retrieval system” instead of “filing system”. When you’re holding a piece of paper and deciding on where you want to put it, ask yourself “Where will I look for this later”? Not, where should I put this so it will never be found again. If you have a lot of filing to do, it may help you to first sort items, maybe by subject or date, whatever is most useful to you, and then file the items. And, if you’re holding something that needs to be filed but you can’t think of a place for it yet, start a “miscellaneous” file, where you can keep a few papers until you think of a good place for them. When you’re putting new things in your files, go ahead and take a look at what else is already in the file and see if anything needs to be recycled. Be ruthless with this! If you no longer need it, get rid of it! Maybe you’re having trouble finding something in the files, and you keep going to the wrong place to find it. In this case, you want to either move the item where you keep looking for it, even if it is different from your original file organization setup, or put in a piece of paper as a cross-reference to let you know where it is. Finally, it may be helpful for you to index your files, if you have a lot of them. Make an alphabetical or subject index letting you know where everything is. Keep the index taped to the filing cabinet or stick it on your wall, and refer to it when you want to find something you haven’t looked for in awhile. 



The Myth of Multitasking 

 98% cannot multitask 
 2% “supertaskers” 

 different brain function 

 
 Switching attention rapidly 
 Temporarily lowers IQ by 

10 points 
 Equal to missing a night of 

sleep 

 Create a priority list 

Presenter
Presentation Notes
Remember a time, about 10 or 15 years ago, when people decided it was a good idea to start multitasking? It seemed like it came out of nowhere and people everywhere were talking about it. You had to become an expert multitasker or you’d be stricken from the workplace like a piece of moldy bread at a bakery. I have never been good at multitasking and I’ll be the first to admit it, so I’ve been very glad to see that tons of studies have come out in recent years stating that multitasking is actually a bad thing. A really bad thing.One recent study from the Univ. of Utah used driving simulators, neuroimaging, and genetic evaluation to show that 98% of people simply cannot multitask. They can try, but they basically lose their ability to do either task as well as they were when they were doing them one at a time. The remaining 2% who can multitask, known in the study as “supertaskers”, actually have a different brain structure than the rest of us. They showed that multitasking is not something you can learn or “master”, the majority of us simply aren’t made that way. According to these scientists, the brain is like a computer. It does one thing fine, or maybe two very simple things fine (like watching TV and folding laundry), but doing many things at one time will just cause it to crash. And also like a computer, when you try to multitask, you’re not really doing two things at once. Your brain is actually just switching its attention back and forth very rapidly. So, if your brain’s just not wired to do this, it’s just not wired to do it.And if that’s not enough to convince you, here are some more numbers: if you’re constantly distracted by calls or emails while working and you constantly switch your attention over to it, your IQ is being temporarily lowered by 10 points. So, constant multitasking makes you dumber, at least for a little while. This lowering of your IQ is actually equivalent to missing a night of sleep.But what if your job forces to you multitask a little bit – like when you’re working at the Circulation desk and you’re answering phones and taking people’s questions and checking people out, all at the same time. How do you do it all well and keep it straight? Just try to remember that making every single thing a priority will only lead to confusion and stress. So, make a plan to relieve that stress. For instance, create a list of your priorities for when things get busy, maybe something like this: At our library, we take care of the people standing in front of us first, then answer the phone if no one is standing in front of you, then schedule time to answer emails and voicemails. That way, every person and request is going to get your full attention. So, if you feel like multitasking, don’t. Unless you’re a supertasker, then feel free to walk down the sidewalk while texting, walking your dog, and eating a burrito. If you’re like the rest of us, give it up, and remember these words from Albert Einstein: “Any man who can drive safely while kissing a pretty girl is simply not giving the kiss the attention it deserves.”



Interruptions 

Presenter
Presentation Notes
Next we’ll cover some of the negative things that lead to poor TM. I’m talking not only about any outside influences but also your personal habits that are eating up your time and slowing down your productivity. I’m sure you’ve all encountered these things before, so I’ll suggest some things that might help you deal with them a little better. First we’ll talk about interruptions, both in-person, electronic, and over the phone. 



In-person Interruptions 

 Change workspace arrangement 
 Be honest, tell people you’re busy 
 Use body language 
 Walk and talk – or help me work! 
 Do not disturb sign 
 Minimize chatting with co-workers 
 Work during off-peak hours 
 No staring out the window! 

Steve Burt 
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Presentation Notes
The first thing to remember about interruptions is that we work in libraries, and if people didn’t interrupt us with questions, we wouldn’t have jobs. So, my point is not going to be how to rid your work life of all interruptions, because that just isn’t possible, but to help you minimize the unnecessary interruptions and to help you recover quickly and get back to work when you are interrupted. Research in the literature I reviewed showed that it can take anywhere from 5-15 minutes to recover and get back to focused work after an interruption, so this is a great place to learn how to recover lost time.If you have a lot of drop-ins from co-workers, consider changing the layout of your office or workspace. You can face your desk or computer away from your door or cubicle, which makes it harder for people to get your attention. If you’re busy and someone asks you if you’re busy, be honest, say “yes” and ask them to set a time to talk with you later. You can also remain standing during the conversation, which keeps people from getting too comfortable in your area. Or, if you’re sitting, stand up to signal that you’re ready to finish the conversation. A great way to keep people from chatting with you for too long is to walk and talk with them. Tell them that you’ve got something to do and ask them to accompany you – you can even ask them if they’d like to help out with the work that you’re doing. That is a sure-fire way to end a conversation quickly! If you’ve got something you’re working on, especially if it’s time-sensitive, make a sign for your office or cubicle and tell your co-workers that when you have that sign up, you’d prefer not to be disturbed, unless it’s an emergency. And remember that while a little chatting with our co-workers is good for building relationships and morale in small doses, at excessive levels, it’s a gross waste of time. So, keep non-work related chats as short as possible. Use off-peak hours, or hours when you’re not open to the public, to work on large or important projects. That will cut down on a lot of the interruptions right off. And, if you are lucky enough to have a window in your work area, don’t face it, be adjacent to it. How many total hours do you think are wasted on just staring out the window or being distracted by things going on outside? It’s an easy thing to change and avoid.



Telephone Interruptions 

 Don’t let the phone run your life! 
 When concentrating, let it go to voicemail 

 Voicemail should have useful instructions 
 Tell them you’re busy for one hour and will call back 

 Return calls as work allows, or schedule time 
 Get caller to point as quickly as possible 
 Take notes during call 
 Script outgoing calls 

Presenter
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Closely related to in-person interruptions are telephone interruptions. We’re still dealing with that one-on-one personal contact, but we can exercise a little more control over this type of interruption than most of us probably realize. The first thing to remember is that you don’t have to let the phone run your life. Unless you’re working the front desk or are answering the reference phone line, you don’t have to answer every single time someone calls. For instance, when you’re concentrating on an important project or researching something or even dealing with a patron, just let it ring and go to voicemail. When you do let it go to voicemail, be sure to have a good message with useful instructions. You can even tell people on the voicemail that you’ll be busy for one hour and will call them back. Then, return calls promptly, as your workload allows. If you’re someone who gets a lot of calls, it may help to schedule time into your calendar for making and returning calls.When you do actually answer the phone, try and establish the caller’s needs as quickly as possible. Say something like, “What can I do for you?” to get them to the point. As you’re talking, take notes on the call and its content so that you don’t have to ask for information twice. And a great time-saver is to prepare a small script before you make an important call. Don’t write out the whole conversation, but jot down the important ideas you need to cover. It will save you from trying to think of things and will ensure that you don’t forget anything and have to call the person back again later. 



Email Interruptions 

 Turn off email notifications (desktop alerts, etc.) 
 Set times for checking email, 3-4 times per day 

• Leave an outgoing message 
 
 Reading emails efficiently: 

• Scan/delete/sort emails before reading 
• Leave your inbox empty 
• Purge email files regularly 
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Some of you may not think of email as an interruption because it doesn’t include immediate verbal contact with another person. But how many times has your attention been caught by one of those desktop email alerts that Outlook uses? And you see a somewhat interesting subject line, so you click on it and then you’re off, reading emails. Here are some tips on dealing with emails in a timely fashion.The first thing you can do is turn off those darn email notifications! It may seem creepy at first, like you’re missing out on something big, but you’ll be surprised how much concentration you gain from not being 100% electronically accessible. Instead, set times for email checking, maybe 3-4 times a day. You can also leave an outgoing message, something like “I’m on a deadline and will not be checking email until 11am. Call if it’s an emergency.” That will tell people that you’re there and working, and lets them know that you will be reading their message instead of letting them wonder when you’ll get to it.When you actually start reading emails that come in, there are a few things you can do to streamline the process. First, when you get a bunch of new emails, don’t just start reading them all in a row. Take a second to scan through them and determine their importance. Weed out the ones you won’t read right off the bat and delete them. As you read the ones left over, delete them if you’re done with them, then sort the ones you need to keep into folders. Do it as you read them, every single time. Finally, each time you leave your inbox, your goal should be to leave it empty. Think of it as you would your actual, physical inbox on your desk. You wouldn’t just leave messages and work lying there for eternity, would you? No, you’d look at it and file it away where you can easily find it. Your email inbox should be the same way. And just like with your physical files, you should be going through your email files regularly, maybe once a month, to delete things that you no longer need. 



E-mail Interruptions 

 Composing email: 
• Meant for brief messages 
• Use phone or face-to-face for urgent messages 
• Use of Cc: and Bcc: 
• Useful, active subject line 
• Save text of common emails 
• 3 strikes rule 
• Please don’t forward jokes/junk!   (please?!) 

Presenter
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And here are a few tips on how to efficiently compose an email, to hopefully save you and your co-workers some time and hassle. The way a lot of people are using it now is very different from its original intention. It was meant to be a way to send short messages from one person to another – it’s not meant for long or serious messages, because it’s not effective for that kind of communication. It’s meant for short, routine messages, not emergency correspondence. If you have an urgent message, it’s a much better idea to use the phone and talk one-on-one with someone. Another thing to consider when composing an email is the people you’re sending it to. Before you start Cc-ing (carbon copying) all kinds of people on the email, ask yourself if its something they really need to know about. Additionally, ask yourself if it’s more appropriate to Bcc (blind copy) them. Would the people you’re emailing want their email addresses exposed to a bunch of strangers? Would you? If not, think about using the Bcc option. When you get to the subject line of the email, be sure to include a useful subject, not just “hi” or some other vague word. And try to combine the subject with a desired action. Once you begin composing the message, remember to keep it brief. Many people think that you need to compose it like a letter, or provide lots of witty commentary, but you don’t. Additionally, a lot of us probably write the same emails over and over. If you do this too, consider creating a file where you can store the text of common emails, then you can just copy and paste the text instead of having to type it out each time. Once you’ve written the email and sent it out, consider enacting the 3 strikes rule – after 3 emails pass between two people on the same subject, either pick up the phone and call the person or go talk to them face to face. That direct communication will save you and the other person time trying to decipher each others’ email messages. And last but not least, please please please don’t read and then forward jokes or junk or other messages of that nature. All of humanity thanks you for your cooperation in that matter.



Effective & Efficient Meetings 

 Try to schedule for the morning 
 Set an agenda and distribute ahead of time 

• Time limit for agenda items 
• Over time? Schedule for next meeting 

 Start on time, no matter what 
 Time limit on meeting 
 Demonstrate your preparedness 
 Learn about meeting skills 
 Two-way communication required? 
 Thank your attendees! 
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And now we’ll have a few words on meetings, for those of you who are forced to attend them on a regular basis. I know they’re not usually considered to be an interruption in your day, but if they’re poorly run and a waste of time, then they definitely are. Recent research from the University of Iowa determined that as much as 50% of time in meetings is wasted. So how do you avoid that waste and keep meetings on track? Well first you have to schedule the meeting. It’s pretty common knowledge that, if you can help it, you should schedule meetings for the morning, because people haven’t yet begun to develop problems in their day, so they will be more fresh and alert. Whatever you do, try not to schedule it for the end of the day. That’s the kiss of death. Next, you’ll need to set an agenda and send it out to attendees ahead of time. Agendas sometimes seem useless, but they’re basically there to force you to stay on task and reduce side conversations. That same Univ. of Iowa research shows that agenda use in meetings actually decreases the meeting time by 25%. And be sure to keep a time limit for each item on the agenda and be strict about it. If the topic continues over its allotted time, or veers into another subject, write it down and schedule it to talk about for the next meeting. And definitely start the meeting on time, no matter who is there. If people are late, it’s their problem – don’t punish the people who bothered to show up on time. Be sure to put a time limit on meetings – they should not be indefinite periods of time that just drag on and on. Remember that if you want people to behave this way in your meetings, you must first demonstrate this behavior. So, come to meetings prepared and be timely and efficient to encourage this behavior in your attendees. If you aren’t comfortable running meetings, it’s okay! Running meetings efficiently is a skill to be learned, it’s not something any of us were born with. So read about meeting skills and take the time to learn and use them. And a couple of final tips: only call the meeting if it requires 2-way communication. And, last but not least, be sure to thank your meeting attendees. And if you run your meeting well, they’ll be thanking you right back.



Ludie Cochrane - Flickr 

• Fight procrastination: 
 

• Dull or boring  make it fun!  
• Big and uninspiring  take it slow  
• Overwhelming and complex  start out small 
• I’m stuck!  ask for help 
• Too small  schedule or delegate 

Presenter
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Okay, I’ve put this topic off as long as I can, I guess. Now we’ll talk a little about one of the biggest time-wasters: procrastination. There are many reasons for procrastinating, and chances are that if you’re a procrastinator, you know it, so don’t put off changing this behavior. You could be a perfectionist and not want to start it because you know how much work you’ll have to put into it. It could be an emotional thing – you may think you have to be in the mood to work on something. It could just be a matter of your circumstances – maybe you’re just overscheduled or waiting for something else to happen first. Or maybe you’re just an adrenaline junkie and think that the last-minute rush helps you do good work. Don’t let these things stand in your way! Look at the project and determine what problem you’re having with it, and try to use some of these tips.If you think the task will be dull or boring: try making it a game – challenge yourself to see how much you can do in a certain period of time; or, try mixing the task with something enjoyable, like listening to music. It may also help you to focus on the end result. I’ve gotten many a dull/boring project completed just by focusing on how good it would feel to be done with it. You can always ask a friend or co-worker to help you with it – that definitely makes time go by faster. What if you think the task looks too big and uninspiring – maybe it’s that huge pile of papers covering your desk that I told you to sort and file earlier in the presentation. Well, don’t feel like you have to get it all done at once. Do it for just 15 minutes a day until you’re done. Remember, Rome wasn’t built in a day!Or, maybe the task is freaking you out because it looks too overwhelming and complex. If this is the case, start out small – don’t just dive right in. First, clarify your goals with the project and write out a process to accomplish those goals. Then, prioritize the steps you are going to take to accomplish the goals. Next, create a timeline for the steps, and give yourself plenty of time to get everything done. Then, just start working on those steps one at a time. They’re little tiny projects wrapped up in the much bigger one, and you’ll feel much more confident accomplishing the smaller goals instead of dreading the huge project.What if you’ve been working on a task, but you’ve gotten stuck and you’ve become frustrated and you’re dreading going back to work on it? When this happens, ask someone else for help or ideas on the project. Or, like I mentioned in the previous example, take the part you’ve gotten stuck on and break it down into smaller steps. But sometimes, and there’s no nice way to say this, the work just stinks and you just have to put your head down and push through it anyway. In this case, try scheduling a little bit of time each day to work on it until it’s done.And finally, what if it’s such a small task that you keep putting it off – maybe it keeps slipping your mind. Put it on your to-do list and schedule a time to get it done. Or, if you’re in a position to do it, delegate it to someone else.



You’re Late! You’re Late! 

• Live by your calendar! 
• Do you have time to do it/get there? 
• Account for travel time 

• Arrive very early – read professional literature 
• Plan the night before 
• Designate a place for important items 
• Use peer pressure 
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And last but not least, we’ll look at one of the biggest TM problems of all: lateness. According to a 2011 survey, at least 16% of workers arrive late to work once a week, with 27% being late once a month. And honestly, I’d say it’s probably more than that. So why do we do this, especially when we know it could affect our jobs? Well, some people just make poor time estimates. They simply can’t get a handle on how long it’s going to take to do all the things they need to do. Some people are just careless with planning. They like to wing it instead. Sometimes people become pressure or adrenaline junkies. They rely on that constant rush to move them to action. Messiness is often a culprit of lateness. If you can’t find your keys to get the car started, how are you going to get to work on time? Some people just plain hate to wait. They don’t like to be idle so they show up late or at the last possible second. And not to sound mean, but some people really just are self-absorbed. They like the be the center of attention and have all eyes on them when they make a grand entrance. But what about the rest of us? We’re the ones who have to deal with their lateness, even if we’re never late (and I’m not saying I’m never late, by any stretch). So for those of you who have chronic lateness problems, or for you managers out there who need some ideas to help your employees be on time, here are some suggestions.First, live by your calendar. That should be your mantra. Before you schedule something in your calendar, first check to see if you realistically have time to do it and have time to get there. I’m talking about the time it takes to pack up your things, leave your desk, walk across the building, and stop at the restroom before you get to that meeting. Do you actually have time to do it? If you determine you do actually have time to do it, when you’re writing it in your calendar, be sure to account for the amount of time it will take you to get to the destination. Once you decide to arrive early to a location, decide to arrive very early. Give yourself 10-15 more minutes than you think you’ll need. If that sounds like a gross waste of time to you, I recommend using that extra time to catch up on some professional reading. If you have trouble getting out of your house first thing in the morning, try planning for the morning the night before. It takes a few extra minutes at night, but makes for a much smoother and less stressful morning. Pack your lunch at night. Pick out your clothes the night before. Lay everything you’ll need by the front door so you can grab it and go. If messiness is your problem, designate a place to leave your important items – your keys, your purse, your wallet, and leave them there at the end of every single day. Then you know just where to go get your stuff when you’re ready to leave. And sometimes peer pressure can be our best motivator. Ask others around you to hold you accountable for your lateness. Tell your supervisor you’re going to work on it and ask them to let you know when you’re late, instead of just looking the other way. Ask your family to continue on with their plans if you don’t show up when you said you would. Chances are, the negative feelings you’ll begin to experience will motivate you to change your ways.



Thank you! 

 You will receive emails with: 
1. A link to an online survey about today’s training 

We would appreciate your input! 
2. Your training certificate 

 
Please check the KDLA Continuing Education calendar for 
more webinars! 



Thank you for attending! 

 To download the PDF: 
 
 In the Files box, click 

“Time Management” 
 “Download File” 
 In the pop-up window: 

 “Click to download” 
 “Save” 
 Choose where to save it 

 To contact KDLA: 
 
 502-564-8300, ext. 342 
 800-928-7000, ext. 342 

 
 Ask A Librarian 
 Services to Libraries 

http://kdla.ky.gov/librarians/askalibrarian/Pages/InformationRequest.aspx
http://kdla.ky.gov/librarians/Pages/default.aspx
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