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Work smarter, not harder!

Learn to say NO.
Don’t start something unless you and your superiors see value in it.

Questions to ask yourself:
Are you working efficiently and effectively? 
Do you have many productive hours of work or are you constantly distracted?   
Today we will offer and solicit a number of time management tips to help you organize your office time more efficiently and get more out of your work day.


Definition: 
Generally, time management refers to the development of processes and tools that increase efficiency and productivity.


Let’s explore some Office Time Management Tips

1. Have a Secretary or Answering Machine Take Phone Messages and sort postal and interdepartmental mail (folders: green – no immediacy, yellow – needs signature, red – immediate attention)
Instead of constantly being distracted by telephone calls get a secretary or answering machine to take messages for you, then set aside time each day to focus on returning calls. By separating work and phone calls you will be able to focus more clearly on each task and get more out of your time. Effective office time management means that you need to focus on the task at hand and so an important time management tip is to do whatever you can to minimize distractions, such as the phone and email.

2. Set aside a Time to Answer Emails
Emails are another thing which affects effective office time management and can constantly distract you from focusing on the task at hand. A time management tip to deal with this problem is therefore to set aside time each day to deal with your emails and then for the rest of the day turn off your email program, or at least turn off instant notifications of emails.

Possibly have multiple email addresses and divide your life into school, league, and personal and have all of them on your smart phone.

Unsubscribe, set spam filter higher
Have your tech person direct cc’s to a separate folder and only emails where you are the intended direct recipient come directly to you.


3. Create a To-Do List the Day Before: (just before you leave at night.)
To-do lists are often listed as a time management tip. Effective office time management means that before you leave the office each day prepare a to-do list for the following day and prioritize it, that way as soon as you come into the office in the morning you know what you need to focus your attention on.
Try to minimize random time suckers… When supervising or doing an evaluation put yourself physically in the best place to get the most information possible.  ie: on the sideline or bench with a team.   Go in at half time and listen in.  Ride a team bus 4 X’s a year.  Talk to the athletes; ask good questions: If you could redesign our locker room how might it look different; or, thinking of all the coaches you’ve had, what leadership qualities brought the best out in you?  What might we want to do, if anything, to improve the overall perception of our athletic program?
Plan to see every head varsity coach at least twice a week.

4. Complete the Major Tasks First
Start your day with one of the big, important tasks and then go onto smaller and less important tasks. By first focusing on the large tasks you will get them complete in a shorter space of time and then will be able to deal with smaller tasks, whereas if you start with the smaller tasks you will soon find them filling up your day and not having time left to do the larger tasks.

5. Do Tasks that Take Less Than 5 Minutes Immediately
Effective office time management means that if you have a task you need to do that is going to take a few minutes to complete then do it as soon as you receive it, this way you will get the small things out of the way and not need to think about them.  Try to handle emails and paper items only once.
6. Keep your Desk and Office Organized
A major cause of ineffective time management is disorganization. Keep your desk and office organized, keep everything on hand and keep things in the place you have assigned them and you will never waste time searching for the things you need or have important items go missing.  A good organizational base line is being able to find anything that you’re looking for in 3 or less minutes.
7. Prioritize
Setting priorities is vital for effective office time management. An important time management tip is therefore that you should know both on a long term and daily basis what your priorities are and should prioritize your long term goals as well as your daily to-do list.  Use your cell phone’s calendar’s reminder app to keep you on track. 
Every piece information that might be important or possibly come in handy later put in your cell.  Names, cell #’s, emails; family info.; etc.  Its searchable…   Especially a new cell # that comes to you; add it.

8. Delegate
Delegation is another useful tool for effective office time management. You do not need to do everything yourself; if you find a task that someone would be able to do as well as you or even better then delegate that task to that person. Delegation does not only need to take place at work but can also take place at home.

Scheduling, meeting set up (from calling to actual room set up), invitations, copying, power point development.  
If you using “Schedule Star” look into using their on line registration app
If your using “rSchool” consider giving your coaches permission to enter their teams rosters and contest scores and write ups.

9. Set SMART goals
Another important time management tip is to set SMART goals. 
SMART stands for:  Specific, Measurable, Achievable, Rewarding and Timely. By setting SMART goals you know what you are working towards, have a way of measuring when it has been successfully completed and know when you want to complete it by. SMART goals are useful in showing you what steps you need to take in order to fulfill your dreams.

10. Choose Technology Carefully
Technology can either be useful for improving effective office time management or it can hinder effective time management. Our last time management tip is therefore to be careful when choosing the technology you use to ensure that it really does improve your productivity and efficiency and not harm it.

Effective office time management means setting SMART goals, using your smart phone and prioritizing, focusing, and using technology that improves effective time management instead of hindering it. By implementing these time management tips you should be better able to manage your time effectively and get more out of your work day.

       If your phone isn’t already synched to your administration goggle calendar do it.
      Use the right technological tool for the right job.  
      Using a blue-tooth (hands free) connection, make as many calls in your  car as possible.

11.  Finally (but maybe most important), Take care of yourself – Sharpen the Saw (Steven Covey).


Do whatever you can to make your office as stress-free as possible. If you have a knack for growing plants then set a couple on your desk or somewhere nearby. Plants are surprisingly therapeutic. Just having something close that is alive and growing can bring some sunshine to your day. Bringing pictures of loved ones and decorating for the seasons will also make your area a little more cheerful. The less stressed you are, the better you will be able to focus on your tasks. 

If you are disorganized, as many are, you will be amazed at how much these small changes will help you to save more time in your day for the more important undertakings you are responsible for. 

After cleaning, purging, and reorganizing the home or office, the next step in time management is to look at all the activities one participates in during a week. Every last detail should be written down, including the time it takes to shower, dress, commute, attend meetings, make phone calls, clean the house, cook dinner, pick up the children from school, take them to after-school activities, and eat meals. Also include time for entertainment or exercise, such as driving to the gym, going for a walk, watching television, or surfing the Internet. 

Often, when individuals write down every last activity, they find that there is very little time left for sleeping. The end result is that many activities must be pared down, eliminated, consolidated, or delegated. Prioritizing activities on a scale of one to three – one being the most important and three being the least – can help with this task.

Lastly, good time management involves keeping a schedule of the tasks and activities that have been deemed important. Keeping a calendar or daily planner is helpful to stay on task, but self-discipline is also required. The most efficient to-do list in the world will not help someone who does not look at or follow his own daily planner. 

Of course, the other side of the argument is to remember to live. Get on top of your time management, get organized, and stay on task, but live your life. Schedule some time off every day and at least one day off each week. Be organized, but do not be a slave to time management.

Other strategies: 

1) Keep meeting to 30 minutes and use conference calling and 3 way 
    on your phone when possible.
2) Avoid too much social time
3) Keep a clean desk & computer desk
4) Stay focused on the BIG priorities
5) Create rules for incoming emails: work with tech support to see direct emails first and copies second.
6) Don’t send “Reply to all” emails unless its necessary.  You can help your colleagues and they in-turn can help you.

