EARCOS Conference

Time Management Handout

To go with the presentation by Dr. Candy Fresacher

Questions at:  c.fresacher@kabsi.at

Below are various forms to fill out during my presentation.  Please bring a copy of this with you in order to be able to work on it at that time.

1.  Determining your Hemispheric Preferences

DIRECTIONS:  From each pair below, circle A or B corresponding to the sentence that best describes you.  Answer all questions.  There are no right or wrong answers.

1.
A.  I prefer to find my own way of doing a new task.

B. I prefer to be told the best way to do a new task.

2.  
A.  I have to make my own plans.

B. I can follow anyone’s plans

3.  
A.  I am a very flexible and occasionally unpredictable person.

B. I am a very stable and consistent person.

4..  
A.  I keep everything in a particular place.

B. Where I keep things depends on what I am doing.

5.  
A.  I spread my work evenly over the time I have.

B. I prefer to do my work at the last minute.

6.  
A.  I know I am right because I have good reasons.

 
B.  I know when I am right, even without reasons.

7.  
A.  I need a lot of variety and change in my life.

B. I need a well-planned and orderly life.

8.  
A.  I sometimes have too many ideas in a new situation.

B. I sometimes don’t have any ideas in a new situation.

9.    
A.  I do easy things first and the important things last.

B. I do the important things first and the easy things last.

10.  
A.  I choose what I know  is right when making a hard decision.

B. I choose what I feel is right when making a hard decision.

11.  
A.  I plan my time for doing my work.

B. I don’t think about the time when I work.

12.  
A.  I usually have good self-discipline.

B. I usually act on my feelings.

13.  
A.  Other people don’t understand how I organize things.

B. Other people think I organize things well.

14.  
A.  I agree with new ideas before other people do.

B. I question new ideas more than other people do.

15.  
A.  I tend to think more in pictures.
B. I tend to think more in words.
16.  
A.  I try to find the one best way to solve a problem.

B. I try to find different ways to solve a problem.

17.  
A.  I can usually analyze what is going to happen next.

B. I can usually sense what is going to happen next.

18.  
A.  I am not very imaginative in my work.

B. I use my imagination in nearly everything I do.

19.  
A.  I begin many jobs that I never finish.

B. I finish a job before starting a new one.

20.  
A.  I look for new ways to do old jobs.

B. When one way works well, I don’t change it.

21.  
A.  It is fun to take risks.

 
B.  I have fun without taking risks.

Interpreting Your Score

Count the number of “A” responses to questions

1, 3, 7, 8, 9, 13, 14, 15, 19, 20, and 21.  Place that number

on the line to the right.





A__________

Count the number of “B” responses to the remaining

questions.  Place that number on the line to the right.

B__________ 

Total the number of “A” and “B” responses you counted.

Total_______

The total indicates your hemispheric preference according to the following scale:

0-5 

Strong left hemisphere preference

6-8 

Moderate left hemisphere preference

9-12

Bilateral hemisphere balance (little or no preference)

13-15

Moderate right hemisphere preference

16-21 Strong right hemisphere preference*

This test was taken from David A. Sousa’s How the Brain Learns, Third Edition, Corwin Press, California, 2006.

Left-brain dominant people, or convergent thinkers do well with linear thinking, with listed rankings of things to get done, or strict schedules and clear desks.  Right-brain dominant people or divergent thinkers are more comfortable with creative or chaotic thinking, no lists, multi-tasking, flexible schedules and messy desks.  It is important to find out which type of dominance you have in order to perform at your best.  While no one is really just one or the other, people usually have a preference for thinking patterns.  When you have discovered yours, it is then important to take advantage of your natural abilities to perform in a natural way to be most productive.

One of the most important aspects of this type of thinking is the multi-tasking, or a combination approach to your workload.  If you are not a linear thinker, then you may very well be working on more than one task at a time.  While standard time management practice says that this is a bad idea and that one task should be finished before the next is started, there is a good case for the opposite approach.  If you work on a number of tasks at once you are not as likely to become bored by any one of them – allowing you more “flow” experience.  If you work on a number of tasks at once, you may very well transfer important ideas from one project to another.  Our brains are working 24 hours a day – even when asleep, and sometimes a good idea for one project comes when working on something else, rather than when one sits in front of an empty computer screen or stares out the window and waits for inspiration.  When you experience “flow”, you will be making the most of your time because you are working at a high level of alertness and may also be accomplishing three tasks at once.

2.  Daily Energy Cycle
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3. Here is another chart to plot your yearly energy cycle


   Jan.    Feb.    March    April    May    June    July    August    Sept.    Oct.    Nov.    Dec.

4.  Consider now what you would do if you had two extra hours each day.  Check which of these items might apply to you or add your own ideas.

With my two extra hours I would:

______   1.  Do more planning

______   2.  Do more reading

______   3.  Spend more time on new work projects

______   4.  Spend more time with my family/friends

______   5.  Begin or expand an exercise programme

______   6.  Spend more time on personal financial matters

______   7.  Start or expand a hobby

______   8.  Add your own idea   ____________________________________

5. Time Wasters Inventory

Check any of the following which constitutes a “time waster” for you.  Then go back and rank the three major time wasters in your working life.

1. Interruptions by the boss, co-workers




__________

2. Interruptions by visitors, clients





__________

3. Telephone calls:  incoming, outgoing




__________

4. Poor communication – general difficulty in understanding

boss, co-workers, assignments or duties unclear



__________

5. Lack of information needed to solve problem



__________

6. Being unable to say “no”






__________

7. Lack of effective delegation






__________

8. Meetings – unnecessary, disorganised, too long, too many,

unscheduled.








__________

9. Lack of organisation – do you know what you need to get done, when
__________

10. Lack of priorities – important, urgent or something you like to do

__________

11. Procrastination







__________

12. Personal and outside activities – social chat in the office


__________

13. Making unrealistic time estimates





__________

14. Problems with visitors – socializing, uninvited, those who won’t leave
__________

15. Paperwork








__________

16. Faulty equipment – computer, fax, copier doesn’t work


__________

17. Lack of training – need to know more about what computer can do,

typing speed, reading speed






__________

18. Management by crisis






__________

19. Lack of planning – need for lists, too little time for projects

__________

20. Mail, emails








__________

21. Disorganised records/files






__________

22. Disorganised desk







__________

23. Many unfinished projects






__________

24. Amount of reading







__________

25. Forgetting (lack of concentration, working long hours,

being tired, lazy)







__________

26. Other _______________________________



__________

























