Talk amongst
yourselves

® Why did you come to a session on
time and productivity
management?

Time and productivity management

¢ How do you currently do time
management?

MAVA Conference 2018
e How much of your day do you get

to have a sharp focus on the task at
hand?

® What are your typical distractions?
Emails? Social media? Impromptu
meetings? Interruptions?
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Why?

® The modern world is PAID

- Pressure

Always on
- Information overload

- Distractions

Time management is .
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“Time can't really be managed. We have 24 hours
each day, and that's it. "Time management" is more
work flow and information management than
anything else.”

Tobi Johnson

“You can’t save time. You can only spend it. Spend
it wisely, not wasting it by chasing after things that
you think will save you time.”

Benjamin Hoff
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This was me. Is it you?

e Using (daily?) to do lists
sorted by priority but having
to frequently reprioritise
based on new inputs during
the day / week

e Scheduling work into blocks
of time in your diary but
having to spend time
moving those allocated
blocks around because
something comes up
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EFFICIENCY

1S doing
THINGS RIGHT

EFFECTIVENESS
1s doing the
RIGHT THINGS

ﬁob Jackson
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“I would describe
productivity as the ability to
achieve what you want to
achieve for the least effort.”

“The art of decision making,
our ability to make space
for the ‘quality thinking
time’ we need, and how we
react on our gut instincts,
defines us at work.”

Graham Allcott
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Graham Allcott's CORD
method

e Capture and collect
e Organise
® Review

* Do

)
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The CORD

Productiviky Medsl

CAPTUR

e T=p- as
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CAPTURE
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Any other places
tocapture

o +collectiom

Find out more at
thinkproductive.co.uk

COLLECT

Paper
— & post
Notes from mal
meetings

& CoLLECT .
Is there an action
worth doing?
No
Rubbish Yes
@ Good Ideas.
Park
ORGANISE No Yes
!
What's the next {
Physical action? Is therealso a
‘wider project? Isthere also a
Waiting For List Master
Actions List Projects List timed deadline?
Calendar
Dally =~ —p +Work out what's - Generate next - Check behind and
checklist a priority for next physical actions ahead for actions
week or next day «Checkuptodate | {-Check up to date
Weekly « Check up to date
SEVIER che(klvst "
D) oy
Two List, /
00
Foutobea
Find out more at thinkproductive.co.uk ol

Capture & collect

¢ Capture everything - to dos,
nags, ideas

¢ Capture everywhere - inputs
come at all times

e Collect all the inputs
together

* Try and keep the number of
collection points to a
minimum
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Organise

* Group into projects
e |dentify the next task

* Avoid allocating to dates
unless absolutely necessary

e Waiting for

® Someday / good idea
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Current projects

ADCH Conference 2018
Australia 2018

AVM events

Creating Pathways to Wellbeing
CSSC Sports & Leisure
DSC - CVMH

Energize

Forum Business Media
Havering Volunteer Centre
MAVA

Salford CVS

Westminster Briefing
Xperts

Potential projects

Agenda Consulting

British Red Cross

CHAS

Linlithgow Community Development Tr...
NCVO training

North America

Quarriers 9

Santa Casa da Misericordia de Lisboa é‘Rob Jackson
Consulting Ltd

VNZ InvolveMe °

® MAVA -

I= Deadline: 11 Jun

At computer / device - online  Calls Errands Finance - work

Finance

Get currency

Invoice Karmit for $2,650

Session prep

Session prep
Send slidedecks to MAVA

25May Print speaker notes

Travel

Book airport transfers?
Print travel papers
Update ESTA

8May Follow up with Sue at Gates re LHR-MSP ticket

Travel

= 11 Jun

= 11 May

= 11 May
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Is there an action
worth
No
Rubbish Yes
Reference
Is it me next?
Good Ideas
Park
ORGANISE No Yes
e
What's the next i ]
physical action? Euecies
Master wider project? Isthere also a
timed deadline?
Actions List Projects List
Calendar
- Work out what's - Generate next - Check behind and
a priority for next physical actions ahead for actions
weekornextday | |-Checkuptodate | {-Checkuptodate
- Check up to date
REVIEW
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Find out more at thinkproductive.co.uk

Review

e Daily - Spend time at the start
of each day deciding what
should be done in the next few
hours

e Weekly - Periodically review
everything in your second brain
to keep things organised
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Daily review

e What's in my calendar for today?
* What deadlines are coming up?

e \What would success look like
today?

e What do | really need to
concentrate on?

e |s anything dependent on time,
others, resources etc.?

)
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The weekly review

e Get all inputs back to zero

® Get your second brain up-to-
date

e Think ahead

e Get ready

e Questions

)
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Today

1 NZ Student Volunteers Week
1 USA and Canadian National Volunteers® Week
19:30 Trial Shift

At computer / device - online  Errands  Travel

Buy train tickets
Westminster Briefing

Do some writing
Writing

Session prep
MAVA

Do short video for Ally at RSPB

Marketing

Return shoes to Next and buy padded envelopes
Miscellaneous

Review progress on whole publication

DSC - CVMH

Read "Thinking Fast And Slow"
Professional development

Read / review

= 11 May

= 4 days left

= 11 days left

= 31 May

)
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Do

e Places and context
e Priority - big rocks!
e Time available

* Energy available

)
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Attention management

g?iob Jackson
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Three kinds of attention

¢ Inactive attention - The lights are on but there is nobody home.
Not much brain power left. Not ideal for complex tasks. Attention
value limited but not worthless.

e Active attention - Plugged in, ticking along, flagging slightly.

Easily distracted, occasionally brilliant, often sloppy.

* Proactive attention - Fully focused, alert, in the zone. Ideal for

important decisions and complex tasks.

@ob Jackson

Attention and the CORD model

Inactive Active
attention attention

Phase of work

Capture &
collect (worker)

Organise

(boss)

Review
(boss)

Do
(worker)

Proactive
attention

X

ﬁob Jackson
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My attention timetable
Time Attention  Capture & Organise  Review Do
Collect (boss) (boss) (worker)
(worker)
0730-0830 Proactive X
Shower / X
school run
0900-1000 Proactive X X
1100-1200 Proactive X X
1200-1300 Active X X
1330-1400 Active X X
1400-1500 Inactive X X
School run X
1600-1700 Active X X
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Attention and the CORD model

Inactive Active

S S e attention attention

Capture &
collect (worker)

Organise

(boss)

Review
(boss)

Do
(worker)

Proactive
attention

X
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Getting your mojo
back

* Walk

* Go to the gym

* Nap

* Meditate

e Eat and drink well

¢ Do nothing
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Helpful resources

How o 8¢ A

PRODUCTIVITY ONE

SECOND
AHEAD

MINDFULNESS

¥ N
NoRRy | S| ACHIEVE | |Zove AT
’ N ORE: ')m Do

RASMUS HOUGAARD
cith JACQUELINE CARTER
nd GILLIAN COUTTS

Getting Things Done
the art of stress-free
productivity

from the New York Times bestselling author

A brand-new
edition for

2015

©
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Getting in touch

arobi .

+44 (0)7557 419 074

www.robjacksonconsulting.com

@robjconsulting and facebook.com/
robjacksonconsulting

robjacksonconsulting.wordpress.com
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