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I HAVE NO CONFLICTS OF INTEREST TO DISCLOSE

OBJECTIVES RISK OF POOR TIME/SELF-MANAGEMENT

=The participant will be able to identify: = Work Quality/Errors

=The importance of time/self-management. = Wasted Time
= Work flow
= Reputation

= A strategyforanalyzingtheirtime utilization.

= At leasttwo actionitems to promote time/self-
management

= Control
= Stress/Depression/Anxiety/Burnout

BENEFITS OF EFFECTIVE TIME/SELF-MANAGEMENT

= Efficiency/productivity

“Itis not enough to bebusy. " Less stress

The question is, ‘What are = Balance

we busy about?’” = Opportunities
-Henry David = Success
Thoreau = Control
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WHAT CONSUMES MOST OF YOUR TIME?
THINK, PAIR AND SHARE THE TOP THREE

AVERAGE TIME SPENT ON SOCIAL MEDIA PER DAY (2024)

= Age 18-24- 3 hoursand | minutes

= Age 25-34- 2 hours and 34 minutes
= Age 35-44- 2 hoursand | | minutes
= Age 45-54 -2 hours and |6 minutes
= Age 55-64 - 2 hours and |3 minutes

“The price of anythingis
theamount of Life you
exchangeforit?””

-Henry David
Thoreau
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HOW MANY EXTRA HOURS A DAY DO YOU WISHYOU HAD?

THE CLOCK AND THE COMPASS

Do your biggest time investors align with your core values?

= Clock — always ticking

Compass — Itis the constant that should steer our lives. Our purpose/mission

= What is Your purpose in life?

= What is Your mission statement?

The great balance
® Clock-The daily things and what we are doing
= Compass —Vision, values, destiny, mission — The why behind our schedule

WHAT IS YOUR COMPASS?

= Purpose
= Driving force
= What guides decisions, actions, and goals

= Guide for our dreams
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YOUR MISSION STATEMENT QUESTIONS FOR REFLECTION

= Author and coach Dan Miller claims a good mission statement should

include these three things: ® What drew you to your current position?

= Your skills and abilities (what you like to do) = What is your favorite work task?

= Your personality traits (how you tend to operate) = What has been your most rewarding accomplishment at work?

= Your dreams, values and passions (why you want to excel, where and who = What compliments do your colleagues give you about your work?
you want to be) = What makes you feel productive?

SOME THINGS CAN BE DONEWELL WITH LIMITEDTIME
MY PERSONAL MISSION ISTO........ «veeee. OTHERS WILL SUFFER

Goals
- Spiritual -
- Adion items

N = Relationships
- Marriage —

- Adtion Iters = Health

- Family -

© Ministry - = Personal Growth
- Relationships —

- Career - = Finances

« Personal Growth/Health —

© Recreation —

- Finance —

The pressure to pack
as much as possible
into our limited time
can lead to bad
results

INVEST THE MOST TIME ONTHE PEOPLE
WHO WILLATTEND YOUR FUNERAL

The discipline of
consistency is the key
to success in the
mostimportantareas

of our life
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CREATE WHITE SPACE BE PROACTIVE INSTEAD OF REACTIVE

= |s there amore efficient way to organize your life
= Watering chickens/gardening
= Running out of gas

= Time in yourschedule for: = Understanding the nuances of your EHR
" Reflction = Hiring out/delegating tasks
®  Selfcare

= Parenting — what you feed will grow

= Turning off your notifications on social media

PREPARATION AVOID OVERSCHEDULING

= The prep workan take more time than theactual task

= Kids need downtime to play, wander, daydream, engage with family

“Before everything else, getting ready is the secret of success” - Henry Ford

= “Every minute spent in preparation saves ten minutes in execution.” ~ John Maswell = Consider oneactivityata time
= Prep questions according to Mark Cole
What workis to be dore? = Busy schedules can lead to overtired and stressed-out kids
2. How is it tobe dore?
5 When is it © be core? = We need time for silence, sleep, relaxation

Where isit to be done?
How fast can it be done?
What do I reed to get it done?

COMMON TIMEWASTERS PRACTICAL PROACTIVE TIPS

DMV- middle of the week, middle of the month, mid afternoon

Unnecessary meetings = Not organizing tasks ahead of time

Online grocery shopping

Micromanaging Being a perfectionist

= Listen to podcasts/study notes...while driving

Multitasking Always saying "Yes"

Read before bed

Disorganization Postponing harder tasks

Avoid under and oversleeping

Irrelevant emails/texts... Proving you are working if remote

working

Accept help

Lack of delegation

Online distractions Check email/social media oncea day

Chatty co-workers
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= GET INTO GROUPS OF THREE MULTITASKING

= TWO OF YOU WILL SPEND TWO MINUTES TALKING ABOUT HOW

YOU SPENT YOUR TIME THIS WEEK SIMULTANEOUSLY = Requires your brain to switch back and forth between tasks quickly
= THE THIRD PERSONWILL LISTEN TO BOTH PEOPLE AT THE SAME = Switching cost is the disruption we experience in performance when our brain jumps
TIME AND SEEHOW MUCHTHEY CAN RECALL back and forth beoween tasks

= A study in the International Journal of Information Management showed the average
person checks their email in the workplace every 5 minutes. It took an average of 64
seconds to resume the previous task after checking it.

_ A

“MASTERY REQUIRES FOCUS AND CONSISTENCY.IF YOU COMMIT

TO NOTHING, YOU'LL BE DISTRACTED BY EVERYTHING.”

“WE CONFUSE ACTIVITY WITH
ACCOMPLISHMENT — AND WHAT'S
WORSE, WE INVITE THE DEMANDS
OF OTHERS. WE BEGIN REACTING
RATHER THAN ACTING.WE FAL TO
MANAGE BY OBJECTIVESAND
BEGIN TO MANAGE BY REQUESTS.
UNFORTUNATELY, WHEN WE
FORGET THE ULTIMATE,WE
BECOME SLAVES TO THE
IMMEDIATE.”

-JOHN MAXWELL

IT ALL STARTS WITH ASSESSMENT ASSESSING THE IMPORTANCE

0615-0630 Check email and texts messages.
0630-0645 Feed dog, rabkits,and let out the chickens
0645-0700 Exercise/walk

= Critical =5 points
= Necessary = 4 points

07000715 Exercise/walk = Important = 3 points
07150730 Clean up ard change

0730-0745 Make and it braakfast = Helpful = 2 points
07450800 Clean kitchenand check plone ) )
0800-0815 Work on presentation = Marginal = | point
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IT ALL STARTS WITH ASSESSMENT

0615-0630 Check email and texs messages
0630-0645 Feed dog, rabtits,and let out the chickens
0645-0700 Exercise/walk

0700-0715 Exercise/walk

0715-0730 Clean up ard change

0730-0745 Make and eat breakfast

0745-0800 Clean kitchenand check phone
0800-0815 Work on presentation

N AL W WS

Critcal =5 poins Helptil =2 pts
CPYRIGHT AMFSPIERS U © Necessary=dmins  Mrgnal=1pt

Important =3 paints

IT ALL STARTS WITH ASSESSMENT

0615-0630 Check email and texts messagss 2

0630-0645 Feed dog, rabtits,andlet out the cfickens 5 5
0645-0700 Exercise/walk 3 4
0700-0715 Exercise/walk 3 4
0715-0730 Clean up ard change 5 5
0730-0745 Make ard eat brealfast 4 5
0745-0800 Clean kitchen and check pone 2 4
0800-0815 Work on presentation 5 5

Criseal =Spains  Helpti =2ps Ty =5 poins

s week =4 points
lext week=3 points

“coNeeessarydming  Mrgnal =1 pt

imporant=3 points “This month =2 points
"’ ’® “Nextmonth = | point

EVALUATION

Identify your mgjor time wasters and woik to eliminate them.

Identify your priorifies - If we dewote our energy, ime, and resources tothe top 20% of our priorities,

welll achieve 80% of the resuits we desire - Mifredo Pareto

= Create space for planning - Every minute spent in planning saves tenin execufion. Considering
ending your day with five minutes spent planning and prioritizing for tomorrow.

= Create systems to simplify your life-“You can't devote 80% of your ime to your top priorities when
you've just wasted 40% of your timetrying tofind your to-do list”— John Maxwell

= B results-oriented. Mke if your“busyness” is not yielding resuits. Start

prioritizing, planning, and organizing.
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ASSESSING THE URGENCY

= Today =5 points

= This week = 4 points
" Next week= 3 points
= This month =2 points

= Next month = | point

IMPORTANCE X URGENCY

0615 Check email and texs messages

0630

0630 Feed dog,rablits,and letout e chickens 5 5 25

0645

0645-  Exercise/walk 3 4 12

0700

0700-  Exercise/walk 3 4 12

0715

0715- Clean up and change 5 5 25

0730

0730-  Make ard et breaMiast 4 5 20

0745

0745 Clean kitchenand check phone 2 4 8
0800~ Work on presentation 5 5 25

0815

EAT THE FROG FIRST? - BRIAN TRACEY

= If procrastination is your enemy, do the task you dread the most first

= “If you eat a live frog first thing in the day nothing worse will happen to

you
= Tackel the most difficult task first then everything else will seem easier

= Accomplishment, motivation, productive tone




“God has given me this day to use as I will. I
can waste it — or use it for good, but what I do
today is important, because I am exchanging a
day of my life for it!”

- Heartsill Wilson

SUMMARY

= Time is static and out of your control

= Being busy does not mean you are productive

= |ntentionality is important

= Know your compass beforeyou consider your clock

= Make time/room in your life for your most important priorities

CASE STUDY ONE

= Your team is going to a conference and you are looking forward to
spending time with folks outside the clinic setting as well as hearingthe
content presented. Your 14-year-old daughter announces a moms vs
student volleyball game has been scheduled the same Saturday. She is
very excited for youto playagainst her. She is at an awkward age in
which sheis often embarrassed by you. However, since you played
college volleyball, she seems exdted for you to be there. How do you
make a decision between these competing priorities?
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COMPETING PRIORITIZES - THE 3R’S

= Required —What is required of me?
= Return- What yields the greatest return?

= Reward- What gives you the greatest reward?

= *Keep these in order and do not be tempted to jump to reward first

= Learn when to say “NO”

SELECTED REFERENCES

20112023, (0) Copy d SkdlsbuNeed. sl " "
= Cole, M. QOIS Apil 26)Mark CobThe milttakingmyeh. Jon Maxvell fzas. S o "
= Company, TJ. M Q015 My 26, Don'ttyto mamg your tine - manage yourslfjohn Mawvel, —

v

= Howmuch time dopeopie $nd m sacil meda in 2032, Echury(n.d). L g licnes pasicnscx

= Internatonal Journd of Information Mingemane - Inter uptions. (n.d). " s oot atizag

= John Maxwell. QOI4,Felrury7). Comedingtheclack md te Conpass. John Macwel sl " baclockandis

« John Maxowell. Q016 Augus2) Join Masvell L decalt
+ Kappel, M. 2022 Noember8).7 bigget orkploe e wa ande then Forke: ki

1 sk of dpressin in alobscntsA d

CASE STUDY TWO

= At your physical last week, you PCP tells you that you have
prediabetes, & your b/p and cholesterol are high. She warns
you of the risk of metabolic syndrome and says you must find
time to exercise 20-30 minutes a day 3-4 times a week. Your
schedule is packed and you come home exhausted every night.
You cannotimage where you could fit this in. What do you do?
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CASE STUDY THREE

= Your boss comes to you and states the executive team
agreed to expand the practice and they need you to take
point on this project. You are already working 50 hours a
week and cannotimagine taking on any additional work.
What do you do?
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CASE STUDY FOUR

= A staff member announces their intent to resign secondary to
the stress they are under at work due to time constraints. This
is a very valuable employee.How will you respond?
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