“Beating the Time Eaters”


Potential faults and remedies – delegate group work responses
External Time Eaters (8)
Too much work
· Decline (particularly where work is not relevant)
· Flag as a risk
· Review current work load

· Demonstrate evidence it is not achievable
· Request assistance

· Is extra training required?
· Review and Monitor, use activity log
· Suggest solution/alternative
Equipment Failure

· Check on service level agreement 

· What could you use as a backup?
· Print Hard copies if applicable
· Flag to IT and request support
· Reprioritise work/ other tasks
· Install more preventative maintenance systems

· Procure/use more robust equipment
Staff Demands

· Agree and rearrange later meeting if possible

· Say “no” with rationale

· Review 2-way communication strategy in your team
· Consider delegation of tasks or multi skill team

· Offer opportunities for regular review meeting
· Practise Decision making

· Utilise your listening skills

Disorganised manager
· Challenge their deadlines

· Request to be “kept in the loop”
· Highlight issue in a professional manner
· Offer solutions

· Feedback assertively on problems or conflicts
· Log issues for performance review

Interruptions

· Create and use “Meeting in progress” signage

· Set calls to answer phone, ensure you monitor messages
· Utilise the single point of contact option (on a rota)

· Switch mobile phones to silent

· Switch off email during meeting etc

Waiting for Answers

· Set realistic deadlines

· Make it clear what the repercussions could be
· Send a reminder prior to deadline
Unnecessary Meetings

· Is there an agenda in advance, it may not be relevant?

· Why are you required to attend?
· Can you delegate to a staff member (development opportunity)
· Can it be rescheduled?
· Consider other forms of communication – Teams/Skype/Zoom
· Could an email/ phone call suffice instead
Red Tape

· Accept that policy updates may be required
· Review communication of procedures

· Be proactive/ comply with regulations
· Appreciate the political environment

· Acknowledge audit trail/accountability

Internal Time Eaters (9)
Procrastination

· Stop putting things off, set targets to complete 20%, 50% of tasks – this is still an achievement!
· Consider the consequences of non-action/completion

Personal disorganisation
· Suggest better organisation tools to everyone at work (Diary, good housekeeping etc)
· Put time aside for a better filing system and keep to it (short term input/long term gain)

· Select a reminder system that works for you e.g. Outlook task lists or Calendar
Absent Mindedness

· Self – jot down your thoughts- don’t expect to remember everything
· Learn to love post notes  
· Staff – have 1-2-1 and establish what problem is 
· Implement new step by step procedures 

Socialising 
· Suggest social events to build team morale (Covid restrictions may apply)
· Encourage structured breaks
· Monitor use of mobile phones 

· Be firm with other time wasters
Fatigue

· Establish the source of fatigue – is it home life/work environment/both/other?
· Understand about sleep hygiene – don’t email yourself at 3 am!
· Review health and wellbeing/exercise/healthy eating

· Are you the lark or the owl? Work to your best performance

· Try to improve your working conditions

Lack of self-discipline
· Motivate and encourage others – potential training and explaining

· Take control, use goal setting and stick to deadlines
· Remove those distraction
· Move out of your comfort zone

Paper Shuffling

· Use the “dot” system

· Learn to prioritise your work
· Don’t shuffle – deal with it, move on or bin it
Poor planning

· Use the time management grid/Eisenhower matrix
· Use Planning tools e.g. check on LA Intranet/SharePoint/Outlook and select what works for you
· Apply action Task management

Perfectionism

· Agree the standard with your team and allocate sufficient time to achieve

· Learn to delegate/let go and move on
· Positive re-enforcement

· Be disciplined
