


THE TOP TEN WORKPLACE TIMEWASTERS 

1. Keeping too many things in your head
2. Doing what grabs your attention next
3. Doing very efficiently that which need not be done at all3. Doing very efficiently that which need not be done at all
4. Not spending time on your priorities
5. Poor planning
6. Working in a disorganized and distracting environmentg g g
7. Attempting to do too much
8. Always saying yes
9. Not managing your inflows
10. Confusing activity with productivity

Roger Constandse at www.masteryourtimenow.com 

| © 2010 McMurry, Inc. 1



CAUSES OF POOR TIME MANAGEMENT 

 Ineffective habits: e.g., email junkie tendenciesg , j

 Inadequate tools: e.g., insufficient or outdated equipment such as outdated 
computers, watches that run slow etc

 Lack of direction, planning, and priorities e.g., failing to set goals, not 
seeking clarification

 Low social intelligence- that is not recognizing or caring about the impact of Low social intelligence- that is, not recognizing or caring about the impact of 
wasting one’s own or other’s time

 Physiological issues: e.g., Hurry sickness

 Mental issues: e.g., control freakiness, passive aggressive tendencies etc. 

 Low level organizational knowledge/skill: e.g., not knowing how to manage 
t l i ti t killresources, not learning time management skills

 Time management style
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HURRY SICKNESS

hurry sickness n. A malaise where a person feelshurry sickness n. A malaise where a person feels 
chronically short of time, and so tends to perform every 
task faster and to get flustered when encountering any 
kind of delay. 

The term hurry sickness was coined back in the 1950s y
when the cardiologists Meyer Friedman and Ray 
Rosenman were researching personality types. By 1959 
th h d fi d thi t th l i T Athey had refined this to the now-classic Type A 
personality, a key element of which was a "harrying 
sense of time urgency " www wordspy comsense of time urgency.  www.wordspy.com
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TIME MANAGEMENT STYLE

Gather/WasterGather/Waster

Dreamer/Procrastinator

Doer

Thinker/PlannerThinker/Planner
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ADDRESSING THE CAUSES OF POOR TIME MANAGEMENT 

Changing ineffective habits; review what you do and 
measure the impact or change your style

Learning new skills; goal setting, time tools e.g., taming 
technology, learning to say no, etc. 

Setting priorities; e.g., What is the business priority? 

Managing your health; set boundaries reflectManaging your health; set boundaries, reflect 
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SETTING PRIORITIES

Scott Andrews of www.aspirenow.com suggests that the ABC's of goal-setting

FOCUS ON THE BUSINESS PRIORITY 

Scott Andrews of www.aspirenow.com suggests that the ABC s of goal setting 
may also be combined in the process of determining what you really want 
to do:

A priority: It has to be done today, if at all 

possible.

B priority: It can be done tomorrow.p y

C priority: It can be done during leisure or

"spare" time.
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QUESTIONS TO ASK WHEN PRIORITIZING

1 Does taking this action get feed the business priority?1. Does taking this action get feed the business priority? 
2. Does it matter if I don't do it? (if the answer to this question is no, then 

remove it!)
3 D it h d dli ? ( l A il 15th t d )3. Does it have a deadline? (example, April 15th - taxes are due)
4. Does it involve doing what my business is all about?
5. Will doing it advance my career? Will not doing it hinder my career?5 do g t ad a ce y ca ee ot do g t de y ca ee
6. Will it make me more knowledgeable or help me fulfill my potential?
7. Is it important to someone I really care about?
8. Will it matter 20 minutes from now? A week from now? A year from 

now?
9. Will doing it require coordinated efforts with others?
10. Is it an order from someone I cannot ignore?
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A Tasks: Just 15% of your time spent on your most 
important tasks (A tasks) actually accounts for 65% of 
your results.

B Tasks take 20% of your time and are worth an equal 20% 
of your results.

C Tasks require 65% of your time but contribute only 15% q y y
to your overall results. www.aspirenow.com
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3 SIMPLE TIME MANAGEMENT TIPS

1. Do it right now….

2. Delegate it (to someone who can

it ff ti l h f t blmanage it effectively e.g., who you are comfortable 

relinquishing to.)

3. Defer it to specific time/date in the future

9| © 2010 McMurry, Inc.


