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Time Management

During the past month I heard a

number of people who have
brought up the same issue over

and over: Time management. C

Questions like:

“How can | be better focused so | \
can handle all the things that come
my way every day?”’

“Is there a better way for me to
manage my time?”
“My company seems to want me to do more with
less! How do | do more with less?”

“It seems impossible to manage home, kids, work
and a life.”” Can you help?”

Sound familiar?

I call these questions, CHAOS management
questions. We only have so much time. We can’t
add more, unfortunately. During the time we have
each day, we each have a level of energy that we
can use and allocate to our advantage.

If we understand and utilize the energy we have to
achieve what is important, we can better manage
and enjoy the chaos that is delivered to us each
day.

Continued on page two — Time
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Observe The Secrets Of
Your Best Employees

“Lauren has to get a shot at her next
doctor’s visit so you have to take
her,” my wife said.

Lauren is thirty years younger, two
inches shorter, about ten pounds
heavier than my wife, and terrified
of shots. So I took my daughter to
the doctor. When the time came for
her shot, she reacted as always. She
recoiled, backed into the wall, turned her face
within a moment of crying and said, “Wait, don’t
give it to me yet! It’s going to hurt!”” The nurse
said, ““Don’t worry. You will feel a little pinch but
I will do it quickly so I won’t hurt you so much.”
My twelve-year-old daughter turned her head
away and down, tensed up a little, and took her
shot with little trepidation.

I never really paid much attention to what the
nurses did or how they gave the shots because I
was almost always preoccupied with chasing,
cornering or restraining Lauren. This time I may
not have noticed what the nurse was doing or how
she did it, but I couldn’t help but notice the result.
This nurse had somehow established a relationship
with my overly timid daughter that caused most of
her fears to dissolve into quiet cooperation.

Similarly, many managers pay attention to the
result of their employees’ efforts while failing to
notice exactly what the employees did to get that
result. They don’t really know what makes their
best employees the best at what they do. They
only know that great employees reliably turn out
great work. In most cases, not even the
performance appraisal process reveals how they
do what they do.

Continued on page two — Observe
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Let me give you an example. If you have a 75-
watt light bulb, are you going to get 150 watts of
light from it? Of course not, the bulb only has 75
watts to give. If you B

have a 150-watt light |

bulb in a lamp, can you |

expect it to light all the
rooms in a 3 bedroom <
home? Of course not, -
it will do an excellent job in one of the rooms and
you may see the shadows of the light in other
rooms, but some of the rooms will never see that
light — nor would we expect this.

In order to best use our energy, we need to
understand how to keep a consistent energy flow
and what choices we have to keep from draining
our energy. Here are some exercises to assist you
in answering these questions.

1. Start with keeping a log of all your activities,
both work and home related, for three days.

2. Review the list identifying what aspects of this
schedule increased, maintained, or drained
your energy.

3. Once you see the patterns, now you can make
the choices. From the patterns that drain your
energy, indicate which of the following
choices you COULD make. (No one is asking
you to take action yet.) Here are your choices:

v Do It! — Take care of yourself. This action
is for things only YOU can do. Often the
action of DOING IT will decrease the
stress and increase your energy.

v' Delegate It! — Transfer these tasks to
someone else or outsource it. We often
take on things that should have never
ended up ours in the first place. You may
resist letting someone else take over these
items, but get over it! Allowing someone
else to clean your house, attend a meeting,
or coordinate a project, are not
signs of weakness but signs of
wisdom.

v" Dump It! Throw it out. Chuck it!
— Sometimes we keep things on our task
list that just need to be dropped.

Continued on next column —
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There are ways to make it less painful but
for now just identify what choices you
could have made to eliminate the chaos on
your list.

4. The next day, review your calendar and your
TO DO list before the day begins. Notice any
of the patterns you’ve identified? Notice any
opportunities to take action? Now is your
chance to manage the chaos!

5. Make this a daily part of your schedule review.
You will be amazed at the energy it saves and
the increased ability you have to address the
issues that deserve your attention.

— Adapted with permission. Author Cheryl Leitschuh
cheryl@career-future.com.

Continued from page one — Observe

In today’s business world the search, acquisition,
and retention of valuable employees is a war for
talent. You can not afford to just pay attention to
the end result without knowing the methods your
employees used to get there. You must invest the
time needed to observe the nuances that make the
difference between good
and average performance.
A relationship should be
established and
maintained with each
employee and a line of
communication opened to
determine not just their
skills, but also their
passion. It is in this
passion that you will find
the secrets of your best employees.

You see it was not the nurse’s skill in giving a
shot that calmed my daughter that day. After all,
any nurse can give a shot. A relationship was
established between the nurse and my daughter. It
was an exchange of a passion for excellence that
turned Lauren from scared to okay.

It’s not really a secret. All great employees have
passion. Employers just have to find it in them,
and then learn how to find it in others.

— Reprint permission granted by Lonnie Harvey, Jr.,

president of The JESCLON Group, Inc.,
www.jesclongroup.com




Start Out On The Right Foot
With New Hires

Companies spend a lot of money recruiting and hiring new
employees, only to forget about them when they start.

Here is how to start off correctly with your new hires:

¢ Inform everyone of when the new hire will start working, and
ask them to make a special effort to make that person feel as
though they made the right decision coming to work here. Make
them feel a part of the team.

+ Introduce the new hire to
each employee with pride and
excitement during your group
meeting.

+ Create a buddy program.
Pair the new hire with an
employee who has a great attitude and respect for the company.
Have the employee be their mentor for the next couple of months
and to observe how the new hire is coming along. The buddy
should meet with the new hire weekly to find out if they have any
questions about the job, or need help with their job, or to find out
if it is what the new hire was expecting.

¢ Throw a welcome party. During the new hires first week have a
little get together with coffee and doughnuts. This can make a
lasting impression. Don't throw a party for employees that are
leaving.

Reprint permission from Sorrell Associates copyright ©2007. All rights reserved.

Planning To Win

One of the most important steps in building a successful business is
to have a well thought out business plan. A business plan
provides a set of instructions that
explain how to build your business
and what the structure of the business
is going to be. It also allows you to
make important decisions based on
your financial speculations before you
have invested too much time or
money to turn back.

A business plan is also a means for you to communicate your ideas
and your vision to other people who can help you build your business.
In addition, the plan helps focus the company, and the people
involved, on one single idea and helps them commit to making this
idea a success.

www.ArlingtonResources.com

2007 Filing Season Kicks
Off with New Features

WASHINGTON — The Internal
Revenue Service began a busy 2007
filing season that features telephone
excise tax refunds, a new refund
deposit feature and recently enacted
tax breaks that may require extra
attention from taxpayers.

“We encourage taxpayers to take a
few minutes to review these changes,
particularly those involving the recently
enacted tax law provisions. The IRS
will do everything it can to minimize
the impact on taxpayers.” IRS
Commissioner Mark W. Everson said.

The IRS expects to process about 136
million individual tax returns for 2006,
with more than half of those filed
electronically.

Among the major changes taking
place this year:

Telephone Excise Tax Refund
New 1040EZ-T Form

Recent Tax Law Enactments
New Split Refund Option

‘Free File’ Improvements

ANENENENEN

For More Information visit the IRS
web site at: www.irs.gov
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Future Insights %&'

Stay flexible. Change will be constant. New opportunities will present themselves. Unexpected challenges will throw
themselves at you. Be ready to duck, bob, weave, side step, and hop-scotch. Agility is power.

Stay alert to your own environment. Even carefully watching the trends, we can't predict everything that will happen
to you and your company. Futurists work at the 30,000 foot" level; corporate leaders operate at the mountain top
level. Keep your head in the clouds and your feet on the ground.

Practice ""Future Thinking." Always look ahead in everything you do. Anticipate, project. Consider the future
consequences of every decision you make. Train and encourage your executives, managers, and supervisors to think
the same way. Build this kind of active futures perspective into your company's culture.

Clarify your mission. While consultants have preached the importance of mission statements ad nausea, a surprising
number of companies still have not put their purpose on paper. Involve all your people in the creation-or confirmation-
of your mission. Crystallize your reason for being, and your direction into the future. People support what they help to
create.

Streamline your company. Sell, spin-off, discard diverse businesses that are not central to your core business.
Consider establishing divisions or tangential business as separate businesses on their own, partnering through strategic
alliances. Outsource functions you don't need to support in-house.

Raise your standards. Clearly define your standards for employee qualifications and performance. Gain acceptance
and support first from your leadership team, then "sell" the standards to everyone. Recognize that some of your current
employees may not meet your newly-delineated standards. They may be forced out by peer pressure.

— Reprint permission granted by The Herman Group. All rights reserved
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