Where does the time go?

If you’re like the average American, in your lifetime you will spend. . . 
· Seven years in the bathroom 
· Six years eating 
· Five years waiting in line 
· Three years in meetings 
· Two years playing telephone tag 
· Eight months opening junk mail 
· Six months sitting at red lights 
· You’ll get interrupted 73 times a day, take an hour of work home, read less than five minutes, talk to your spouse for four minutes, exercise less than three minutes, and play with your child for two minutes. 
 
Source: Michael Fortino, workplace productivity specialist, www.fortino.com
“I’m a spontaneous person. Time management will take all of the fun out of life”. 

Most time management experts agree that the average person can gain 2 hours per day through the use of time management techniques. Rushing to meet forgotten deadlines, or worrying about things that you need to do breeds stress. The added flexibility one enjoys through time management techniques actually promote creativity and spontaneity. Could you think of anything FUN to do with an extra 14 hours a week? 
“I work best under pressure.” 

NOBODY works best under pressure. Some people appear to lack the self-discipline to focus on a task unless they paint themselves into a corner. This is a favorite statement of procrastinators who fear that their best efforts may not be good enough, so they avoid being measured by letting things go until the last minute. That way, they can always hide behind the excuse of “well, I COULD have done this better IF I had had more time.” 
Source: Chisholm, Carey D., M.D. “Time Management Skills for Faculty Navigating the Academic Waters.”  www.cordem.org/download/time.pdf.
1. Start a job before thinking it through. 
2. Do unproductive things from sheer habit. 
3. Keep too many unnecessary records. 
4. Pay too much attention to "low return on investment" crises. 
5. Fail to anticipate crises. 
6. Make unnecessary visits or phone calls. 
7. Socialize at great lengths between tasks. 
8. Fail to build good barriers against interruptions. 
9. Do things that should be delegated. 
10. Do things that aren’t part of the job. 
11. Fail to plan regularly with your boss. 
12. Engage in personal work before starting business work.

Resource: Happenings in the Valley - Working Together May/June 97
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