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“A handy pocketbook guide packed with hints, tips and techniques that will help anyone
who has ever struggled with ‘getting it all done’. A pick ‘n' mix of tools and ideas
presented in Mike's engaging, easy-read style, this is one to have ready to hand in your
desk, kitchen or workshop drawer.”
Graeme Rees, Director, Trend Control Systems Ltd
“In business and life, time is precious – this wonderful book will make sure you
make the most of it.”
Paul Griffiths, Head of Operations, Mary Rose Trust
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TAKE CONTROL OF YOUR TIME

YOU CANNOT MANAGE TIME…
BUT YOU CAN CONTROL HOW YOU USE IT
The ticking of a clock.
The passing of the days.
The rhythm of weeks.
The cycles of the moon.
…and another year is gone.
What makes you think you can manage any of that? You cannot.
Yet many of us feel we need to pack more and more into each day. We need to get more
done, check more messages, engage with more people on social media, give more time
to our families, and make more of our lives.
Productivity is our mantra, and getting stuff done is our goal. And to do it, we need to
manage our time. But we cannot.
All we can do is learn how to use the time that we have, as well as we can.
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TAKE CONTROL OF YOUR TIME

USE YOUR TIME AS WELL AS YOU CAN
This book is about how to use your time as well as you can. It’s in five sections.
Section 1 will show you how to plan your time, to balance the advantages of feeling in
control against the necessity of remaining flexible and able to adapt to changes.
Section 2 deals with ways of working that will make you more productive. View each
idea as a tweak that will help you get more out of each day.
Section 3 tackles one of the biggest problems you face: the challenge of too much.
Whether you have too much to do, too many messages and social media feeds, too
many distractions, or a backlog of all of it, we have strategies to help you.
Section 4 will save you time. So you don’t have to read a load of other books, we’ve
summarised eight of the most popular time management systems out there, for you.
Section 5 introduces you to the idea of time as a strategic asset in your organisation.
Without it, you’ll achieve nothing, so what’s the organisational perspective on time?
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TAKE CONTROL OF YOUR TIME

THE BASIC PROCESS FOR USING
YOUR TIME WELL
Planning your day, your week, or your month is a good thing.
But an hour into the morning, when the phone rings…
There goes your plan.
So you need two things:
1.

A plan that is simple and adaptable.

2.

An approach to reviewing your
plan when you need to.

8
Copyright protected – Management Pocketbooks Ltd

TAKE CONTROL OF YOUR TIME

A SIMPLE & FLEXIBLE PLAN
There are four components to a simple, flexible plan for how to use your time.
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First – you need to know what you want to achieve: your goals.
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Second – your plan must list what you need to do to achieve your goals: your tasks.
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Durations
Third – estimate how long each task will take: your durations.
Allocations
Fourth – decide what time slot to fit each task into: your allocations.

Goals – Tasks – Durations – Allocations… GTDA
You can remember this acronym as telling you how to Get Things Done Adaptably.
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TAKE CONTROL OF YOUR TIME

KEEP IT ADAPTABLE: REVIEW YOUR
PLAN WHEN YOU NEED TO
Modern working life is full of interruptions. The phone rings, an email pings, or a
colleague turns up at your desk. Your plan is out of date already.
So you need a process called ‘meerkating’.
Meerkats ferret around looking for food on the
floor. But every now and then, the whole troupe
will stand up on its hind legs and look around.
They are scanning all the way out to the
horizon, looking for anything.
And if they see anything that disturbs them…
they change their plan.
You must be like a meerkat. Regularly
survey everything that’s going on. And,
if you need to; change your plan.
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TAKE CONTROL OF YOUR TIME

WHEN TO PLAN
If you are new to regularly planning your time, start with creating a daily plan. The
best time to do it is to make it the last thing you do at the end of each day. That way,
when you start the next day, you already know what you are doing, and you can dive
straight in.
Decide what goals you want to achieve tomorrow. Then list the tasks you need to do to
achieve those goals. Estimate a duration for each task. And then allocate each task into
your day. Leave spaces to catch up, or deal with things that emerge during the day.
As you get more practised, the best approach is often to plan a week ahead, before your
new week starts. Use your diary or a one-page week planner, to put your tasks into your
week. Leave enough gaps for the unexpected but inevitable things that will take over
your diary.

11
Copyright protected – Management Pocketbooks Ltd

TAKE CONTROL OF YOUR TIME
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UNDERSTAND WHAT YOU WANT
TO ACHIEVE

Your goals are the things you want to achieve. They are the changes you want to
make. So they should be the driving force of your plan.
Your goals matter… or they should. Selecting the right
goals for tomorrow, or next week, is the start of
prioritising how to use your time.
The way to find your goals is to ask yourself:
What do I want to be different, this time
tomorrow, or this time next week?
A good way to think about your planning goals
is to think of them as worthwhile changes you
want to bring about.
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TAKE CONTROL OF YOUR TIME

G WHAT IS YOUR PURPOSE?
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OAL

Good goals need to fit into a bigger picture.
Your work goals need be consistent with the purpose of your job. To set good goals,
you need to know:

•
•
•
•

What is your job description and what does your contract say?
Whom do you serve and what value can you bring?
What are your organisation’s strategies, objectives, and priorities?
What do your bosses and managers expect of you?

The same thing is true for other areas of your life, whether it is personal activities, your
interests, family or social activities, or stuff you do in your community.
Know what matters to you and the people that you care about. Then set goals that will
make worthwhile changes you want to create.
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TAKE CONTROL OF YOUR TIME
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DON’T BE GREEDY

Too many people set themselves up to fail… day after day. They never achieve all their
daily targets, and they end each day with a list of things they wanted to achieve, but
haven’t. And one reason for this series of failures stands out: they set too many goals for
the day, the week, or the month.
Let’s put aside the problem that too many goals means too little focus. Though
important, this is not the issue.
When you plan your day, do you look at the day and think: ‘Hmm… 8 hours. I’ll plan 8
hours’ worth of tasks.’? That’s tempting. But how many days do you get to use the full
eight hours on the tasks you planned? Instead, think: ‘Hmm… 8 hours. But I have 2 hours
of meetings and I’m bound to spend 2 more dealing with interruptions and unexpected
problems. I’ll plan 4 hours’ worth of tasks.’
For you it may not be two hours of interruptions. It may be three, or four, or even six.
Start your plan with only the amount of ambition that matches a realistic assessment of
how much time you’ll have. Don’t be greedy, or you’ll set yourself up to fail.
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