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What Was | Thinking?










What Was | Thinking?




“By the early 1990’s most
post-industrialized nations
will have a four-day work
week, Increased leisure
time, and a paperless
environment.”

1979 Pam Vaccaro









lt"s all apbout you!




Thanks to my interviewees!

Michelle Litjens
Im Cullen
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For More Information

For copy of this PowerPoint contact
pam@designsontime.com



Kalzen

“Think Small
Live Big”




What We Will Accomplish!

v Observe cultural changes
Influencing effective priority
management and identify ways to
adjust to these changes

v Re-define “time management”
v Over 20 time-saving tips



v Establish ways to do be a planner “on
your feet”

v' Re-define interruption and identify
appropriate ways to say “no”

v |dentify best ways to communicate
priorities effectively—face to face, E-mail

v



* Activity
» Reflection—Application

* Practical Suggestions




Challenging the Myth of Work-Life
Balance




Work-Life Balance



Work-Life Balance



What assumptions create the
myth?
There needs to be equal time for work
and life.
Work Is not “life.”
We wait for “life” while we work.

“I just need to know the right time
management tools.”

“ | should always feel in balance.”



Truths

Most people spend more TIME at work
than at “life.”

2005 Conference Board survey—only
50% say work Is satisfying.

Balance is not about TIME, but what we
pay attention to in our lives.






Key elements for having
the time of your life

Being themselves

Being in sync (alignment)
Connecting with others
Being relaxed

Feeling happy

Being in the moment



Can | have the time of my life and
get my work done too?



Eour steps to creating life balance,
have the time of your life....

And get your “work” done too!



Step 1
Getting real about your world!
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What, no kitchen sink? Van has everything else
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Comedian Stephen
Wiright

“| have a microwave
fireplace....



..You can lie in front
of It all night Iin only
eight minutes.”



Spas for kids,
tweens, and teens!




Zen saying:

“This being the case, how shall | move
forward?”



Stepr 2

TThere’'s no time like the present.

Key Elements of Having the “time of your life”
Being in the present
Being relaxed



Key elements for having
the time of your life

Being themselves

Being in sync (alignment)
Connecting with others
Being relaxed

Feeling happy

Being in the moment
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he word “focus ?2”










Choose to Focus
“Show up”

i



TThe important time-attention-focus
PErspective.

Attention




ntention
Attention
Retention




We do not manage time. We can only manage our
attention.

At any given moment, we choose how to focus our
attention.

What | pay attention to in my life creates the balance

| desire....not the time | spend on any one aspect of
my life.



Good Reads

Open-Focus Brain

Les Fehmi and Jim Robbins

THE

The Attention Economy QI;TOEE(T,I,%

Tom Davenport and John Beck
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Reconsider multi-tasking



Check for Accuracy

Who?
What?
When?




Another way to encourage yourself to focus
on single-tasking

Observe February 21 next yeatr.
“Single Tasking Day”



TThe important time-attention-focus
PErspective.

Attention




Key elements for having
the time of your life

Being themselves

Being in sync (alignment)
Connecting with others
Being relaxed

Feeling happy

Being in the moment



Take Recess

Tio;
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STRESS

RELIEF

60 SECONDS
FLAT

Nancy L. Butler-Ross and Michael Suib



















“I"'m waliting for
Block of Time.

Myth




Snippets of Time!

Tio;









“APPS”

Redefine time management
Manage your focus not your time

Reconsider multi-tasking then use “who,
what, where, when” checklist

Always check for accuracy in multi-
tasking situation

Take “recess” your way
Make good use of “snippets” of time
Don’t give away your time or focus



Step 3
Live with intention.
Key elements for having the “time of your life”

Being in sync or alignment
Connecting with others



Key elements for having
the time of your life

Being themselves

Being in sync (alignment)
Connecting with others
Being relaxed

Feeling happy

Being in the moment



What’s YOU R Best Guess?

Time Management
Goal Setting
Procrastination
Getting Organized
Managing Multiple Priorities




Dr. Michéel [Fossel






py 110™ birthday!







Operating Principles

A
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“It’s not hard to make

decisions when you know

what your values are.”




Carry this with you!

80/20




20 % of our tasks produce
30% of the desired outcomes.



D.

not urgent
not important

*great fun/thoughtless

(sub for procrastination)

4 -
20%0



portant vs. Urgent
“What's the Difference?”




D.

not urgent
not important

*great fun/thoughtless

(sub for procrastination)




Don’t do It.

Do It and don’t whine.



Two Kinds of Whine

Cheap whine

Fine whine

S
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.
Don’t do It.

Do It and don’t whine.

Question/Negotiate/Think.



D.

not urgent
not important

*great fun/thoughtless

(sub for procrastination)




D.

not urgent
not important

*great fun/thoughtless

(sub for procrastination)



















Your “backpack” guestions!

When did | throw my backpack over the
wall?

What do | want to do yet that will require
me top throw my backpack over the
wall?






What’s 1t look like?









“Keeping It Simple and Smart”
Specific
Measurable
Attainable
Relevant
Time Trackable
Elastic
Rememberable




Operating Principles

To be loving, caring, appreciative person to
others in my life.

To have work that is passionate, fun, creative,
and fulfilling.

To maintain a healthy, fit body. .




What’s 1t look like?



15=38




Plan by the week

Adjust by the day

hange

Discern hourly
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“It does not matter iIf you have the
jatest technology.

If you don’t practice good planning,
you remain ineffective at a faster
speed.”

Pam Vaccaro
20)0)5



“APPS”

Know what drives you. Values.
Know your 20% at all times.

Set goa
Physica

Always

s and create balance. Mental-
-"Spiritual’- Physical-Social.

ne able to answer this question

about your priorities: “What's it look

like?”

Learn from your GPS.



Key elements for having
the time of your life

Being themselves

Being in sync (alignment)
Connecting with others
Being relaxed

Feeling happy

Being in the moment



Interruption?

i
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Interruption?
ange

An opportunity to
guestion your current set
of priorities...



1 =47




Twoe things everyone wants to
knoew plus 1

What are you going to do for
me?

When are you going to do it?
Give an update if possible.




The 3 Qs




September 27, 2010

Family Day: A Day to Eat Dinner with Your Children

Casafamilyday.org



October:

National “Communicate
with your Children” Month

W

i




Never underestimate the power
of the “dining room table.” %



“APPS”

Redefine an interruption.
Rememberl=4 Y.

3 Qs for deepening your connection and
retention.

Updates help you stay connected.

Never underestimate the power of the
dining room table



Step 4
Live authentically.
Key elements for “having the time of your life”

Being themselves
Feeling happy



Key elements for having
the time of your life

Being themselves

Being in sync (alignment)
Connecting with others
Being relaxed

Feeling happy

Being in the moment






Happiness

Gratitude

\

A

Connection

\




IHapplest people:

Aware of strengths (qgifts)
Get to use them

Have a sense then they make a
difference in the world






Phﬁlff,ﬁ:&e or Key
, wﬁ.'ating Principle:

A
“To be a loving, caring,
appreciative person to others
i 1}’ in my life.”
e

Long range goal: | write a thank you

note to some deserving person,
=

d

professional or personal, once a
month for the next year.

\






ary 1, 2009—December 31, 2009




January 1, 2009—December 31, 2009




Count your blessings instead of your
Interruptions, to-dos, etc.



Key elements for having
the time of your life

Being themselves

Being in sync (alignment)
Connecting with others
Being relaxed

Feeling happy

Being in the moment






“The concept Is
Interesting and well-
Informed, but In
order to earn better
than a ‘C’, the idea
must be feasible.”



Creating an overnighnt

delivery service!

Fred Smith, Founder of
Fed EX



Beyond The
Ice GCream GCone

The Whole Scoop on Food at the 1904 World’s Fair

Pamela ). Vaccaro



?

“How will you feel if you don’t write this
book?”
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Il you feel If you don’t ?"




“APPS”

Keep In mind what gives your choices
meaning and what does it look like.

Remember happy has a lot to do with
your perspective.

Implement intentional gratitude In your
life.




Bonus Step #5
Live strategically.

Simplify
De-clutter
Do it now!



Simplify!




Diplomatic Strategies for Saying

1 NO”

e Flat “NO”

* Nice “NO”

e Conditional “NO”
e Considered “NO”
* (No Guts “NQO”)

* Assisted “NO”

* Negotiated “NO”




A simple philosophy for de-cluttering
anything in your life!



[HOW tor say " no?”

What do | want to say a resounding
“yes” to every day of my life?










...might need this!

...K1ds will want this!

...might be sued!

...might fit again!



il
i

...use?

...place?
...love you back?

Don Aslett’s Lose 200 Ibs This Weekend









De-cluttering your time.....

™
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Say everything on the suj%t
line.
Use (EOM)

41 Untitled - Message (HTML)

: File Edit ‘iew Insett Format  Tools  Actions Help

=1 Send | = = | & 4| g Wl TR Attach as Adobe POF |

Maty Johnson




Subject line:

Thanks, John, see you
Monday...pam v (EOM)

Got your e-mail. Will respond
by 3:00pm .. Pam v (EOM)

ALL written on the subject line.



“Procrastinators are not
always non-doers, they are
doers of the ineffective.”







Kalzen

“Think Small
Live Big”

And Yours?
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