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Not another time management hack
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This is not a new challenge...

The Roman philosopher Seneca
lamented that people trifle with time,
because time is “an immaterial thing
that doesn’t appear to the eyes, and
for that reason it’s valued very
cheaply.”

Geneca.
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"Everything requires time. It is the one
truly universal condition. All work takes
place in time and uses up time. Yet most

people take for granted this unique,
irreplaceable, and necessary resource.

Nothing else, perhaps, distinguishes
effective [writers] as much as their
tender loving care of time."

-Peter Drucker
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Defining Time Management

“A combination of time assessment, goal
setting, planning, and monitoring
activities”

“Self-controlled attempt to use time in a
subjectively efficient way to achieve
outcomes”

“A form of decision making used by
individuals to structure, protect, and
adapt their time to changing conditions.”
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25 Time-Management Hacks That PCumbrid
Actually Work County Council

The 3 Biggest Time Management Hacks All Experts
Agree On

11 Time Management Hacks to Skyrocket
Productivity

10 Essential Hacks For Time
Management
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Time Management Is
About More Than Life
Hacks

by Erich C. Dierdorff
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Underlying skill set precedes
the effectiveness of any tool

 Awareness: thinking realistically about
your time by understanding it is a limited
resource.

« Arrangement: designing and organizing
your goals, plans, schedules, and tasks
to effectively use time.

« Adaptation: monitoring your use of time
while performing activities, including
adjusting to interruptions or changing
priorities.
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What did the research say?

 All three skills matter equally

* People struggle most with awareness and
adaption — rarer and harder to develop

« Awareness skills are the primary driver of
how well people avoided procrastination

« Adaption skills are the primary driver of
how well people prioritised

 How well or poorly people managed their
time had nothing to do with their

_ preferences to multitasking

Arrangement Adaptation « Less than 1% of people’s self-ratings

overlapped with their objective skill scores
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HOW to Improve County Council
time management skills?

 Build accurate self-awareness
of your time management skills

* Recognise that preferences
matter, but skills not
personality are where
Improvements are made

* |dentify and prioritise the skKill
you need to improve
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Developing Self-Awareness
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* Treat your time like it's money.
Y - B Wrong Way Right Way
* Try timing-up.
« Evaluate how realistically you > | |
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Take a “future time perspective. = Wrong Things Wrong Things
- Avoid “sunk cost fallacy.” 3 Wrong Way Right Way
Low Effectiveness High Effectiveness
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expertise
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Developing Arrangement

* Prioritize activities and
obligations

* Avoid the "mere urgency effect.”
« Use a calendar app.

« Schedule protected time.

* Reduce underestimation errors.
* Try half-sized goals
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Developing Adaptation

Try “habit stacking.”
Use short bursts of effort.

Experiment with time-tracker
or checklist apps.

Don’t be a “reminder miser.”
Create contingency plans
Seek to reduce time wasters
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Mindset shift oty e

The irony iIs that we need to become better time
managers of our own efforts to improve time
management — to prioritize our developmental efforts.
This path begins with turning away from the alluring
quick fixes and instead toward assessing and building
our underlying time management skills




