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On successful completion of the course the participant will learn:

· To understand and identify priorities at work and how SMART objectives help create focus
· How to use practical time management tools to focus on priority tasks
· To organize workspaces and email for maximum efficiency
· Techniques and strategies to avoid time-wasters and interruptions




Jar Exercise
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How can you fit in objects of varying sizes into the jar most effectively? What order did you put them in?














What can you take away from the Jar Exercise?
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Not a SMART objective
Write Sidra policies.
SMART objective
Complete all policies required for opening the department by March 2015.
Not a SMART objective
Deliver timely support services that satisfy my internal customers.
SMART objective
Achieve a 90% satisfaction rating for support services delivered with an average delivery time of 2 days per request, for all services delivered between August 2014 and July 2015.

What are your workplace SMART objectives?



















Comparing to your activities over a typical 2 day period, how much of what you do is directly linked to your SMART objectives?







































Urgent and Important Tasks
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· Demand immediate attention
· Often associated with someone else’s goals
· Often what we concentrate on the most
· Consequences of not acting on these tasks are more immediate

Important Tasks
· Have outcomes that relate directly to the achievement of your goals
· Can be both professional and personal goals
· May not be as immediate in focus











The Priority Matrix
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General Notes:
· Sourced from the Seven Habits of Highly Effective People by Stephen Covey
· People who are poor at time management spend most of their time in Quadrants 1 and 3
· You should spend most of your time on Quadrant 2 activities as these bring longer term results

Quadrant 1: Do Now
· Both important and urgent
· Items that need to be dealt with immediately and should be your first priority items
· Examples:
· Emergencies and crisis issues
· Information demands from superiors or customers
· Urgent complaints
· Tips for managing Quadrant 1 tasks:
· If you have multiple Quadrant 1 tasks, prioritize by relative urgency
· Identify actual urgency by probing task originators about actual requirements and deadlines
· If an unplanned tasks, try to break into two, dealing with most urgent need and plan to do the remainder of the task at a later date, making it a Quadrant 2 task 



Quadrant 2: Plan To Do
· Important but not necessarily urgent
· Items that need to be planned for, and contribute to the long-term achievement of goals, but often the most neglected
· Examples:
· Preparation and planning
· Research and investigation
· Strategy development
· Tips for managing Quadrant 2 tasks:
· Plan timeslots for these tasks
· Inform others of your schedules to ensure work is uninterrupted, e.g. a visible schedule
· Consider working in a quiet place
· Break bigger tasks into smaller tasks and plan timeslots for each

Quadrant 3: Reject Nicely
· Urgent but not important
· These kind of tasks should be minimized or eliminated
· Examples:
· Trivial or off-loaded requests from others
· Ad-hoc interruptions
· Pointless meetings, i.e. no agenda or outcomes
· Tips for managing Quadrant 3 tasks:
· Where possible, reject politely and diplomatically
· Explain why you cannot complete these tasks and help find another solution, may include delegating to someone else, or reshaping task to be more strategic
· If faced by repeating Quadrant 3 demands, create a project to resolve the root causes

Quadrant 4: Resist and Avoid
· Neither urgent nor important
· Trivial time-wasters with little or no added value
· Examples:
· Internet surfing
· Irrelevant emails
· Tips for managing Quadrant 1 tasks:
· Activities have no positive outcomes, so time wasted on them becomes demotivating
· Often related to stress or frustration, if there is a deeper root cause, address it
· Resist temptation by having a clear structure and schedule for daily tasks


Your Priority Matrix (Your Past 2 Working Days)
	Do Now











	Plan To Do

	Reject Nicely











	Resist and Avoid


Your Priority Matrix (Looking Forward)
	Do Now











	Plan To Do

	Reject Nicely










	Resist and Avoid
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	Time Bandit 1:













	Time Bandit 2:











Time Bandit 3:













	Time Bandit 4:












Time Bandit 5:












	Other Notes:
















Interruptions
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	Unnecessary Interruptions
· Deal with these politely but assertively
· It’s often acceptable to say “no” to requests and tasks if:
· You are busy
· Someone else can handle it
· It isn’t important
· It can be done later
	Uncontrollable Interruptions
· No matter how hard you try there are still interruptions
· Ask to schedule a more convenient time
· If it has to be done now, quickly set boundaries
· For example, say you have 5 minutes and stick to this!

	Urgent and Valid Interruptions
· May be pre-empted by having routine meetings
· Plan for how much time these interruptions take each week and plan time in schedule to deal with them
· Handle urgent issues as they arise but help others be as effective as possible to avoid ongoing interruptions
	Phone Call Interruptions
· Consider silencing your mobile phone and forwarding calls to voice mail
· That way you can deal with calls by priority and at times that suit you
· Especially important when you have scheduled time for Quadrant 2 tasks





Interruption Scenarios

Think of some examples of common interruptions:






































Notes from Role Play:









































Workspace Management

Misplaced items cost us ten minutes a day
Assuming half of that is while at work, that’s nearly 1300 minutes a year, or about half a 40 hour work week
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How would you move from the messy workspace to the tidy workspace pictured?








































Email Management

Reclaim Your Inbox!

	[image: http://gigaom2.files.wordpress.com/2011/06/inbox.jpg]Step 1: Reduce Email to Your Inbox

· Turn off social media notifications
· Unsubscribe from lists
· Set up a separate email address
· Set up filters

	Step 2: Manage Your Emails

· Step up a folder system
· Check emails intermittently
· Scan and Action (the 2 minute rule)
· Respond at set times
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Notes:



















Notes:









































Notes:









































Notes:
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Sidra Medical and Research Center

Member of Qatar Foundation

VISION

Sidra Medical and Research Center will be a beacon of learning, discovery and exceptional care,
ranked among the top academic medical centers in the world.

MISSION

Provide patients with world-class healthcare services in an innovative and ultramodern facility
specially designed to promote healing. We will first and foremost address the growing need for
more comprehensive patient-focused medical services for women and children in Qatar and
throughout the region.

In collaboration with the premier medical school in Education City, leading research institutions
worldwide, and Qatar’s health sector, we will provide a diversity and quality of care conducive
to training medical students and highly skilled clinicians and will be a pioneer in clinical and
translational biomedical research of value to the population of Qatar and the world.

PILLARS

« Patient Care/Services
=« Biomedical Research
= Medical Education

VALUES

People

You are the pioneers in the creation of a new enterprise.A part of the best talents in healthcare.
You can create profound change in patient care, biomedical research, and medical education in
the Arabian Gulf and in the world.

Excellence
Committed to excellence in everything we do.

Innovation
Innovate at Sidra with new ideas and new ways of thinking.

Growth
Learn, grow and accelerate your career, as you help us grow science and quality patient care
in Qatar.

Discovery
Pioneer a unique model of healthcare and strike a path towards new frontiers in
biomedical research.

www.sidra.org
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SMART Objectives

Speciﬁc Make sure your objective has clarity

Measurable Make sure you identify appropriate way to
measure the objective

Achievable Make sure the objective is realistic and
can be completed

Relevant Make sure your objective are consistent
with your other goals and outcomes

Time-bound Make sure you have a timeline that is
achievable
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In his book, The Seven Habits of Highly Effective People, time management expert Steven R. Covey recommends a
strategy based on categorizing your activities into four quadrants rated according to importance and urgency. This
tool can help you to focus your time on important issues and eliminate a number of timewasting activities and
unproductive behavior. People who aren't good at time management and managing their environment tend to spend
most of their time in quadrants 1and 3. You need to aim to spend most of your time in quadrant 2, which is the most
critical area for success

Select each quadrant to learn more.
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