Time and Priority Management

	Skill Area: Time and Priority Management
Skilled Behaviors:

· Identifies priorities and appropriate activities
· Communicates when priority shifts affect project deadlines
· Sets stretch goals to meet targets
· Breaks larger goals into smaller tasks, deadlines and assignments 
· Informs manager and others impacted, when goals are at risk of not being met
· Proactively proposes solutions and alternatives, if deadlines are at risk
· Organizes and plans to meet goals and commitments, despite competing priorities
· Takes action to resolve conflicts between competing priorities
Unskilled Behaviors:

· Doesn’t plan in advance; doesn’t set clear directions and/or objectives to meet goals
· Doesn’t break large jobs into smaller tasks with task deadlines and assignments
· Misses appointments and/or deadlines; is frequently late
· Doesn’t warn managers and/or those impacted, if a deadline is at risk of being missed
· Fails to identify alternative solutions if a deadline will be missed 
· Accepts new assignments without reviewing the new workload’s impact to existing projects 
· No sense of priorities: everything is a priority
Development Resources – Videos and Seminars:

· Efficient Time Management (University of St. Thomas, 651-962-4600, 1 day, May 18, 2005, $345)

· How to Get Organized & Get It All Done (National Seminars Group, 800-258-7246, 1 day, $69) 

· How to Delegate Work and Ensure It's Done Right (CareerTrack, 800-334-1018, Video, $150) 

· Time Management: Get the Most Out of Your Time (JWAVideo, 312-829-5100, Video, $100) 

· Training Express (800-294-1140)
   ---Manage Your Time, Video, $98
   ---How to Get Things Done, Video, $100 

· Priority and Time Management (JumpStart Results, 952-937-0977, ½ day workshop for up to 20 people, $2,000, 1 day workshop for up to 20 people, $3,000)

· Managing Multiple Projects, Objectives and Deadlines (Skillpath Seminars, www.skillpath.com, Bloomington, MN: 1 day seminars offered March 3rd 2005, May 5th 2005, $199/person) 

· Essential Time Management (National Seminars, www.seminarinformation.com, Bloomington MN, 1 day seminars offered March 22, 2005 and April 6, 2005, $179/person)

· American Management Association (518-891-1500)
   ---Time Management, 2 days, $1245 - Also available on CD ROM, $295
   ---Getting More Done through Delegation, Self-Study, $99)
   ---Juggling Competing Priorities in Today's New Workplace, 3 days, $1445 
   ---Managing Time Your Way, Video, $81
   ---Managing Your Time to Achieve Your Goals, Self-Study, $125 

Development Resources - Books:

· Stephen Covey, First Things First (Simon and Schuster, 1994) See Appendix B of Covey's book for a comprehensive bibliography of time management books and articles. 

· B. Eugene Griessman, Time Tactics of Very Successful People (McGraw-Hill, 1995) 

· Marion E. Haynes, Personal Time Management (Crisp Publications, 800-442-7477) 

· Marion E. Haynes, Practical Time Management (Crisp Publications, 800-442-7477) 

· Kim Norup and Willy Norup, Life beyond Time Management (Geodex International, 1997) 

· Arlie Russell Hochschild, Time Bind: When Work Becomes Home and Home Becomes Work (Henry Holt, 1997) 

· Lauen R. Janaz and Susan K. Jones, Time Management for Executives (Charles Scribner's Sons, 1981) 

· R. Alec MacKenzie, The Time Trap (McGraw-Hill, 1971) 

· Odette Pollar, 365 Ways to Simplify Your Work Life (Dearborn Financial Publishing, 1996) 

· Ann McGee and Duane Trammell, Time Management for Unmanageable People (Bowen & Rogers, 1993) 

On-the-job Development Activities:

· Create a project plan. Ask for input from others: what’s missing? What needs to be communicated?
· Use a planning tool such as Microsoft Project to create a plan, and communicate your plan to others. 
· Set goals and measures. Check yourself against these goals at least weekly. 
· Keep a diary and honestly record: how often are you late for meetings, or late with a project? 

· Identify five people with whom you work. Ask them for feedback on your time and priority management skills. (Use the ‘skilled’ and ‘unskilled’ definitions if they want specific behavioral definitions.) 

· Identify five people with whom you work. Ask them whether they would like more frequent communication from you regarding priority shifts and the impact to projects and deadlines. 

· Identify someone at FSI who is excellent at priority and time management. How does their behavior compare to yours? What do you notice? Write down three specific things that they do, that you would like to do better. Practice one each week, and write down your successes and key learnings. 
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