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Working Together ……

• Participation
• Possibilities
• Points for Action
• Practical Application
• Purposeful



• Effective – doing the right thing

• Efficient – doing things right

• Productive – consistently getting the 
results wanted/needed using the 
resources available

Definitions



What Am I For?

•Fundamental

•Outcome

•Requirement



Managing Ourselves in Time is about…

• Goals and Objectives

• Awareness and Planning

• Developing positive habits

• Focus on High “Pay Off” activities



Managing Ourselves in Time

• Goals and HPA’s (high payoff activities)

• Awareness and Planning

• Developing positive habits

It is not (or is less) about…

• Overly complex prioritising systems

• Being a ‘Super Human Being’

• This way or the highway



What’s the problem?

Poor or unclear Job Description



Personal Disorganisation

What’s the problem?



Additional work or life issues

What’s the problem?



Understanding Stress



From Inner Critic to Inner Coach
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TIMESTEALERS
Interruptions

A judgement call – not an obligation

• YES, 

• NO, 

• LATER….



MEETINGS  - A PRACTICAL ALTERNATIVE TO WORK.



A Process for Paperwork
Paper or e-mail action required?

Enough info to 
do it now 

Yes

Reading

No

Yes
Do it Plan when 

to do it

Do it now?

BIN OR FILE

No

Junkmail

Yes
Read it



Telephone Nightmares?





Procrastination

I am an old man 
and have known 
many troubles, but 
most of them 
never happened.

Mark Twain



Procrastinators say…

• I have to..

• I must finish..

• This is so big..

• I/It must be perfect..

• I don’t have time to..



Producers say..

• I choose to..

• When can I start..

• I take one small step..

• I can be human..

• I will organise/plan time..



No previous 
experience

Only focussing 
on feelings not 

facts

Making 
assumptions

Mind 
reading 
others

Perception 
of others

Lack of 
confidence

Self Doubt

Lack of 
assertiveness

Fear

InsecurityUncertainty

Confusion



Solution 

focussed

Learning 

and 

developing

Informed and 

knowledge 

seeking
Mindful of 

others

Confident

Clear goals and 

priorities

In control

Focus on action 

not just feelings

Committed
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The Importance of Resilience
Resiliency

....is our ability to adapt and bounce back when things 
don’t go as planned.

Resilient People

.... don’t wallow or dwell on failures; they acknowledge 
the situation, learn from their mistakes and then move 
forward



•STOP

•START

•KEEP

In order to be more personally 
effective  I will:-



Eileen Browne, Training Consultant 

07508 939 668  ebrowne@dsc.org.uk

Directory of Social Change    

www.dsc.org.uk

Thank you for your attendance 

Any further questions, support, training or coaching needs, 
please e-mail me:

mailto:ebrowne@dsc.org.uk
http://www.dsc.org.uk/

