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Quick Facis

All people have the same amount of time; it's how we
use it that differs,

There are three main types of time: clock time, bio-
logieal time and payohological tima.

Clook time is the most familinr—office hours, start-
ing times, dinner times, 24-hour days.

Biclogical tima is related to bodily processas and
changes that ocenr either conscinusaly or an-
conscwnsly—blorhythms, bodily cycles, hunger
cycles, birth cycles.

FPzychological tima refers to an awareness of the
passage of lime—when we wre enjoying our-
zelves we are less aware of the passing of time,
stress, warty or fear cause none to losa time,

& pood share of attitudes are counter to good time
management,

Eliminating time wastars will improve times manage-
ment.

All people have the same amount of time, [tis howthey use
it that is different. Kffactive use of tima raquires personal
management. Being over-arganizsed can be as much a problem
as heing disorganizod.

Coneepls of time are engrained early in our development.
We often use time in relating to ourselvas: "I'm a late
bloomer;" "IHe's a burnt-out case;” "She has peaked early.”
Children very guickly tune gut—"It"s time to eat]” “Is time for
b ™

Time manapement really is managing ourselves in
ralation to the clock rather than maneging the clock, If you
needed more me to do everything you want to do. how much
mure time would it take?

Thare are three main types of time: clock time, biological
tima and psychological time. Understanding esch is
importanl to understanding our relationship and inefficieney
o time.

Clock Time

Clock time is perhaps the meost famillar timsd to us,
Examples ara:

—Office hours (ob least office opening and elosing hours),

—3torting lime for meelings {remember that you'tl

probably accomplish more if you also set the langth of
meetings].

—Dinner hours are usually set by clocls time,

—Time consciousness—ie, arrive L) minutes early, on

time, or 10 minutes late.

Americans are oriented to a 24-hour day. In one research
study, two subjects who stayed in caves for meo months lived
longer lives—24.8 lwours {or one, 248 hours [or the other,
Ask yoursell:

Do you really need seven to eight hours of sleep a day?

Are you always hungry at 12 noon no matter whol you ale
nor how late you abe breakfaslt?
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Dy yomn always eat the svening tmenl ul 5:30 or 5:00 p.m.? In
many foreign countries it would be normal to eat at8:00 or :00
P.JII!.

Biological Time

Eiological time includes hodily processes and changes
ocouring either consciously or uncongciously,
Biorhythms

Ferhaps you have heard of hiorhythms. Biorhythms are
caleulated on three rhythms with your birthdate as the
starting point, The three cyeles wre:

Length Critical Deys

Physical 23 days 1 and 12
Emotional (sensitivily) 2B days 1 and 15
Tutellectual a3 days 1 und 17

Your eritical days vccur when your rhythm changes from
& plus Lo minus state, or vica varza. Rach day hefore and ufter
your critical day are conridered semi-oritical Advocates of
biorhythmes olaim that more accidents are likely to cceur on
those days wheo physical and emotional cycles ara at eritical
it

There ara types of caloulators available which figure
biarhythms automatically or you may calculate your own,

& word ol caution: before you put complete faith in
biorhyihms, remember that this is still in the theory stage, [t
does not appear to apply to all people at ai! times, There are
still ton many other inflluences such as body hormones,
dissage or illnass, air pressure (vspecially with an approach-
ing weather system) and other body stresses which can affact
individual bady rhythms,

Seientists [chronubiologists) are testing thess theories
and have found some evidence contrary to the popular
bivrhythm-by-birth theory in which body rhytluns can and do
vary according to new circumstaonces. For instance, your body
must readjust when you jet acress time zones (jet lag). This
aften talies several days.

Other biological cycles to adjust:

—l'here is a cycle of pain tolerance which may explain
differences in pain at different fimes, as well oy
differences among poople.

—Temperuture [luctuations. A person’s temperaturs
uzudally is higher on the left side during sleep but aften
higher on the right side during the day. A person can
learn to control {raise and lower) temperatures.
Temperalure vonlrel now is used effectively in treating
mugraine headachas,

—Bodily functions.

—Manstrual cyole in women—usually 28- to 32-day
oyole,

—Fluriuations geour on a regular monthly basis in the
Ievels of 17 katostarodids in men.

—Rapid aye maovemeants during sleep ooour every 90 1o
100 minutes,

—FBeards lend o grow more quickly in autumn and early
winter,
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—Moedicing]l oyelo. There are certain times when
medicines react with the body more dangorously.
Aleoholics normally ara tha only ones who drink early
in the morning when aleohol tends tohe mora toxic to tha
aystem, People with allergics tond to show the most
resistance when tested in the morning. Hesulla of
allarpy tasts can be affacted by the time when they ara
taken,

—Hunger eyele, This eyele ususlly oceurs every three (o
four hours.

—Inwvisible cycles which may affact us.

—Gravity.

=Hlectromagnetic fields.

—Light waves/day and night ayela.
—Air pressure,

—Bounds,

=Hirth cycle.

—Maore hirths cocur betwean midnipght and 6:00 a.m.
—I1 the Western Hemisphers, more children are born in
March than any other month.

=Twn =sides of the hrain, At the TLangley Porter
Meunropayohiatric Inatitute in San Francisco, thay have
shown thet humans have two separate hemispheres of
the brain. The left hemisphere controls sequential
activitiaa lika languags, rational copnition and senes of
time.

Psychological Time

Psychologioal time refers to an awareness of the passage
of time, When we gre enjoying ourselves, we arg less aware of
the passing of time.

—Unelear concapts: "Moo it the first chance you hava.”
[Your county direotor meant tomorrow, you thought
nexl wesk wes soon eoough,)

—Etress, worry and fears cause one to lose time,

—=Procrastination wastes time.

—If you're late, time pagses quiclly. If you aretenthin line
el the bank or wailing for a red light, time seems like an
eternity. By the way, the average stop light is only 24-32
saconds long,

Timemanagament is really pereonal management, A pood
share of attitudes ame counter to good lime menagement, You
meay find it useful to pet rid of such statements as: "l don’t have
the time.” "I Just can’t say ‘no’ yet I must hecause I'm too busy
alraady." "I just don't have time for my hobhies or my family
any more, "

Heplace these with positive affirmations such as: "1 will
make time to ..." “It takes time and affort but T will try
enmplimenting my oco-workers.” “Becanse it saves time in the
Tomg mun, T'1 do a boetler job of plenning tho nesxt Gieoe" "1 will
look for weys to become more efficient.” 1 will plan time for
fumily activities.”

“Time is the searcest reanuraa and unlass it i8 managad,
nothing elsa oan be managed.”—FPeter Drucker

Hints For Time Management:

L. Analyze your time for one weelt.

2. Try to eliminete some of your lime waslers, Remember
that a time waster for me may not be a time waster for
sumegne elae,

3. Learn to listen hettar. Tt has haan estimated we spend 45
percent of our day listening to others, Listening and
questioning whatl is not understood will save follow-up
Lirme.

4. Learn toraad faster. Tt has heen ertimatad that B0 peroent of
Ineoming mail can be handled by reading only once aod an
immediate decision mede then to send it on to
another person, maks & reply or toss it out.

. Keep meelings ahort, Most managers agree that meatings
lasting over one hour declina markedly in affactivenass.

6, Get prioritias for your time, Too often we spend a mojority
of mir time on small or uninportenl issues. Develop the
habit of making “{o do” lists.

7. Control the phone and control "chit-chat™ in your affice.

4. Get a scale and when the papers on your dask weigh more

than a pound, it i time to out down paperworlk Delvgate or
eliminate part of it

8. Clean oul your files every two years except for certnin
correspondence or other legal doouments which should be
kopt for seven years.

10 Learn to read faster by skimming and/or scanning. The
average adult regds at 250 worde per minuts and can
increase reading epead through practics.

11. Sat deadlines for yourself on spooch preparation or
handout preparstion and then make all attampts to keep
the dendlines.

12. Use analysis forms, a pockel calendar or uther devicas to
help you mensge your time.

13. Do not procrastinate on diffienlt or distastaful items, ie,,
reports, phone ealla or home vikits.

14, Make positive progress onalloast one lime gosl every day.

Posgible examples of time wasters by extension personnel
Externally imposad Self-gonerated wasters

Incomplete information Unrealistic time estimates,
requiring follow-up.

Lack of delegation to
searatary or others,

Fatigu.

Telephone interruptions and
office cullers who drop in
without appointmants.

Delagate without anthority so
raquires fallow-up.

Mistalkes. Personal disorganization/
stacked deslk.

Moise distrastions. Frocragtination and
indecisions.

Delayed information from
ulhers,

Wagative attitudes toward
tasks such ag CEMIS, Plan of
Waork, reports.

Failing to listen to co-worliers
or clientele.

FProhlems of subordinates
which peed immediate
attention.

Ma eoordination—no
teamwaorl,

Luck vl priorities and
objectives.

Maetings: scheduled snd
ungcheduled.

Personal attention to people,
Unahle to say no,
Lack of adequata planning.

"Open-door” policy.
Elame someone alsa.

Explaining toothers when itis
juat as gquiclt to do il yourself.
Peruonsl or outside activities.
“Chit-chat™ and/or longer
breaks than necessary.

Trying tu involve evaryhody
in decision making.
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