TIME MANAGEMENT IN A NUTSHELL
Quotations:
· "If you don’t respect time, no one else will."

· "The only thing you can do with time is spend it."

· "Time is a great teacher. Unfortunately it kills all its pupils."

Three Questions: 
1. What things am I good at when placed with conflicting demands on my time? 
2. What do I find hinders me when trying to meet several calls on my attention at the same time? 
3. I could manage better if only I could…..? 
Some Ideas About Time:
                          Popular Misconceptions                                            Realistic Perceptions
	Time flies
	Time has a fixed rate

	Time is saved
	Time cannot be hoarded or overspent

	Time can be made up
	Once spent, gone

	Time goes by
	We go, time stays

	Time is our mortal enemy
	We are our own worst enemy

	Time is against us
	Time is on our side once we organise it

	We haven’t got enough time
	We have all the time there is!


Managing Conflicting Demands on our Time:
If we learn to manage our time we learnt to:
· Boost our productivity

· Increase our job satisfaction

· Gain freedom to do other things

· Keep our stress-levels under control
The key principles are:
· Be effective (do the right things)

· Be efficient (do things right).

The most common problem is that there is too much to do. To manage time effectively you need to be able to identify the "time wasters" and eliminate them.
Common Time Wasters:
· Confused goals and objectives, Failure to listen, Inability to say no, Meetings without goals, Attempting to do too much

· Unnecessary correspondence, Using the telephone for social not business reasons, Other’s mistakes

· Procrastination , Visitors, Not being well organised, Misplaced items, Interruptions

· Waiting for referrals from others, A messy desk

I have a theory. There is never enough time to do everything. As a result we must choose what is important, what is less important, and what is unimportant. Here is a useful system for structuring the day’ work:
· Make a "priority list" with the most important tasks at the top, and the least important at the bottom. Start at the top and work down, this way you know you have done the most important things and anything left is unlikely matter. (You will sleep better as a result!).

· Divide large jobs into manageable chunks

· Learn to delegate

· Handle paper only once

· Use the phone instead of writing or visiting

· Ruthlessly dedicate some part of the day to yourself! (I live 5 minutes from the practice so I walk in each day. This means I walk home to collect my car for house calls and although only 5 minutes it is a nice break in the routine).
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Paper-Flow!
The bane of practice is paperwork. Devise a system for managing it. Use this as a guideline, it is based on the principle that you should only handle a piece of paper once. Whenever you come across a piece of paper ask these questions:
· Do I have to read it now? If yes, read it now!

· Do I have to read it at all? If yes, put it in the "urgent reading pile"

· When read, decide if it needs filing. If so, file it, if not BIN IT!!

· Is the paper relevant to others? If so, pass it on.

With regard to referrals, insurance documents and reports, discipline yourself to do them on a regular basis. Ideally they can be done before or after surgery each day. The advantage of doing them daily it that they don’t take so long and they don’t upset the secretary. (In my experience secretaries, like the rest of us, prefer their piles to be small!) Above all, you do not want to be taking large piles of notes home with you, it is bad for the family. Home is home, work is work.
Prioritising:
This is about assessing importance, and urgency. Importance means the task has "value" i.e. it’s worth doing. Urgency means it has a time constraint. A third factor is whether it is of specific relevance to me.
                High
	Do it later
	Do it now

	Don’t do it
	Pass it on


               Low                                 Urgency                                              High
To prioritise you need to be a bit ruthless. It is difficult to correct mistakes after, particularly if you have just put it through a shredder! The most commonly made mistakes are: 
· Setting too many goals

· Making goals that are general rather than specific

· Setting unrealistic or unachievable goals

· Not specifying a time frame for completion i.e. a deadline

Saying No Nicely:
This also can be a skill. By nature we prefer not to say no. It feels uncomfortable, it makes us feel as though we are being unhelpful. Here are some useful tips:
· Say it early, with a smile

· Signal that you are going to say no by shaking your head

· Use verbal cues, "It’s not that I wouldn’t like to, but I’m afraid I can’t…"

· Set a time limit. "I can only spare a couple of minutes…"

· Stand up

The Telephone:
This can be your friend or your enemy. These are useful suggestions
· Limit interruptions during surgery to urgent messages only (I have given reception a list of patients that I will speak to during surgery. Almost all are terminally ill. Others will be phoned back.)

· Specify a time when you will call patients, and let the patients and reception know this time.

· Keep calls brief.

· When answering a call use an opening that gets to the point quickly, e.g. "Mrs Aardvark, how can I help you?"

· Terminate gently, e.g. "Okay, well I’ve got to get back to work now."

· For outgoing calls set aside a time in the day which is quiet. Arrange for reception to have the relevant patient’s notes in front of you to record details of the consultation.

Delegating:
Delegating doesn’t come naturally to many of us but is an important skill to develop. Sometimes we fear the loss of control if we are not personally involved in the management. These are the more common reasons why people are reluctant to delegate:
· It’s easier to do it myself

· They may do it better

· I can’t trust them to do it properly

· Nobody does it as well as me

· Last time I delegated I got my fingers burned

· They haven’t got enough experience

There are ways of minimising the risks of delegation, depending on the degree of confidence you have in the person who will do the task, or the complexity of the task itself. Here are four ways that show different levels of control from yourself:
· "Put a plan together and then we’ll go over it."

· "If xxxx happens, check with me before you do anything else."

· "If xxxx happens, let me know how you handled it."

· "Get on with it. It’s your project. Come to me if you have any problems."

Summary:
1. Learn to prioritise 
2. Learn to delegate 
3. Learn to say no (nicely) 
4. Manage the paper:    
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