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Agenda

* Rethink your use of time

* High impact work execution
* Email management

* Tactical planning

[ Rethink your use of time ]

The sane person’s motto
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Changes? When you want to do |less:
ﬂsk yourself: \ OPTION 1 OPTION 2

What do I want to What do I want to Change the way you do Don't do the work:

start, or do more of...  do less of... the work:
+»Be more efficient Stop.
“Reduce the scope (delegate / outsource)
£ 1

Lower your standards .LATER

When you want to start, or do more:

Cut back on something “You don't build the
to make time, or: life you want by saving
time. You build the life . . .
You want, antl then High impact work execution
Just say time saves itself.

Recognizing that is

what makes success
possible.”

e - Laura Vanderkam
1 Knowe How She Does . How

Suvccesshd Women Make the Most of
Their Time. Penguin Publishing Group
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Common high impact project life cycle

Scenario 1.
Witha deadline

|

7T Scenario 2
l'rmc (weers or ‘\"‘15) Without a deadlin

/ Pai5ien

Time
Speat

LWIP

Limit work in progress

Don’'t work on everything at Projects
once To Do
* aaaa
* bbb
Master project list . dddd
m * eeee
YYYYYY * @gggg i
e « Kkkkk [
uuuuu
F!(idddddddd & Mmm
}r‘rl{l":‘mmmm + Nnn
A
ai:::aa + Qoo
55555555555555 . Ppp
+ Qqq
* IIT
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Projects| Projects in progress
To Do / my role —
+ aaaa Lead |Collaborating| Delegated
* bbb
« dddd (LIMIT + With Dick + To Sally To be done:
to 3 or Currently working on: Others leading
* eeee Leading /
* gggg fewer) + With Jane + To Spot Others leading
+ KKKKK
+« Mmm 1. JJJ
+ Qoo 2. CCC
- Ppp 3. NNN Dt
*+ Qaq
s rm
[ Standard project plan ]
Plan = Outcome
= Resources, people
= Steps
* Timeline

-

“...  have always found that plans are useless, but
planning is indispensable.”

— Dwight D. Eisenhower
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[ Improved project plan ]

* How this project supports a goal / \
= Success criteria, constraints

S ENGAGE

= Resources, people

" Steps (almost) every day
= Potential obstacles / a plan for

each
= Timeline \\ ,/

= Next?

Schedule TIME BLOCKs
Mon Tues Wed Thur Fri Sat Sun
6:00 |
7:00
Work on a high :fz Project Giri
priority task before 1000 e goals
you look at email (or 120
do any other routine L% project % T 2 |
work) 20 " ork Key: pencil in H
4:00 |
200 exactly whatyou |-
6:00 |
£ plan to do -
8:00
9:00
10:00
11:00
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The science : implementation intentions.

(Peter Gollwitzer and colleagues) . . -
Alternative: Fiore’s “unschedule” method

Porcantage of Participants Who Exorcised st Laast Ix'Week

Mon Tues Wed Thur Fri Sat Sun
6:00_
» 7:00
8:00 | i |
132%5 % |
11:00 |
12:00 |
1:00 '§
38% 35% 1% 2:00
e ey e 3:00
4:00
5:00
6:00
7:00
8:00
Ei”.i.
- -
going todo
25+5 . s
513 When you are finished working for the
+ ® n
25415 day, create a “link” to the next
Repeat ai needed i
session.
Manage
interruptions
Francesco Cirillo What | will
http://www.pomodorotechnique.com/ do next ﬂ
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The Isolator
By HUGCO GERNSBACK

v

Better email management

EMAIL

BEING CUT OFF FROM WORK EMAIL SIGNIFICANTLY REDUCES

STRESS AND ALLOWS EMPLOYEES TO FOCUS FAR BETTER,
STUDY BY UC IRVINE AND U.5, ARMY RESEARCHERS (NEW YORK TIMES, MAY 3, 2012).

BETTER EMAIL

¥ Do in batches

v Use a consistent process

¥ Complete most the first
time

v’ Make a plan for those
deferred




= %3 Dutook Today - Maon - Johweon, Susan]
= (3 @ Walting Fou 1]
G0 @ sumerd bvp @ corderence cal

The geal:

* Take each message as far as you
can toward completion, and then
delete, or store somewhere other
than the Inbox. @

@ FauStonn

,gm-wmmn
& () Inbos talk requests [1]
@ Indected

=

@Iﬁ%@ 215PM
ES@AYe

st] |0 0 B 0 B E B
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If you have lots of Inbox messages...

WARNING: if your Inbox has subfolders, move them
out from under first

4 lohnson OL Training
54 [6,349]
2| Drafts
L. SentItems
5] Deleted Items (1)

Create a
“backlog”
folder

Led @ Optional reading
el @ Tickler file

L& @ Waiting for

Led @ Work in progress
\‘J @Archived email
T Calendar

8 Contacts

[ nbox messages bef
L9 Jourmal

L @ Junk E-Mail

Create folders to store message associated with current work

4 susan-johnson@uiowa.edu
! Inbox 10
Inbox messages before July 21, 2017
I @ Calendar Tickler
I @ Waiting For _[3]
I @Projects support material
@ Optional reading

L Sent ltems [4)

e e

e 10

& Coemir T

e —

4 @ Calendar Tickler
2017.07.14-19 EWIM with wisit to Jane’s in Portland 2

2017.07.21 Periodontics retreat: email productivity
2017.07.24 SWAN EC call

2017.07.28 swan cancer adjudication call ,
2017.08.07 Peds Dentistry ime managment session
2017.08.29-30 WUSTL keynote |
2017.09.06 nursing grad student session
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OPTION:
: =i Replicate in virtual folder system

Home Share View

“ < 1 % » OMBUD-008 > Decuments
4 @Projects support material 5
= [watchinghst] -e
#%# Dropbox

= Cross-Cohort Collaboration Consertium decision

= fall 2017 inperson meeting agenda planning i .. Poweiocuments
= Nanette Glycated albumin in SWAN ‘ ] -

= National Death Index proposal (Carrie) | ° @Projects

= repositary proposal votes | a

= swan decision making (sioban) 1 . @Tickler file

= SWANVI preconcept proposal - input from NIH on format and budget imfo to..

= SWAN VI Aims & pitches draft 6

The path to empty... Process in batches

* Process in batches * Less time
Ummfns:cm on email without batching With batching, 1.5 hours
* Two pass method 30hours (50% eductn) y

Decide the first time I I

+ Deferred message plans ,I'll-'l!ll

* Complete - tie up loose ends « Better focus
* Less stress
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+ Two pass method

15t pass:
* Delete based on subject only, without
opening
2" pass:
= Start with oldest or newest

» Process in order - no skipping!

»*Decide the first time!

O Delete

Q File

Q Store in “Optional reading”
Q Is phone or in person better?
QO Do / reply now

U Defer to later

Deferred messages

M“Double pass”
~ 90% completed

O Before you decide to defer, ask...
1. Why can't | do it now?

2. What do | need to do to be able to
reply?

Options for deferred email storage

2] An Outiook ems
Store in a folder = £ Mailbox - lohnson, Susan R
# 4 @ Waiting For _ [154]
o] Catendar 07)

Keep in the inbox, but “segregate” from unprocessed
messages using a flag or category

sssssss

10
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4. Segregate flagged messages from the unprocessed

» 3: Change the view to by Flag: Due Date

o =3 [ ET—— —-—r
G & e ey ij S oapiocit el [
Chonge View Rasnt Uessge P s P rgomomt . _, _“":_w' Felde B
Vew~ Setmgs ¥ Presem~ = bop " B B
»1:Add "t e .
Drafts to .rawome Al Unemad
Favorites ¢wwesgre s Bipe s
Owotx (1] @ [ Pog Due Det Mo Deer
o Tt com e asnt Tre e
e PR AP S —
— PSR-
——H A 1 L s S 09
Asnan-jchmon@uows eds —— it g semon
P PrTTT—— st ko ART At 218
ot Jorce. Conta T Contwonce Progran
lInbax 7

4 | PagDue e Tomarmom = “These emails are in the rafl folder”
= Summar Mptetid Ombed) Meftng Prix

@ Colendar Tcider e

Flag deferred messages using a flag with a due date

& waneg For_11]

>

54

3. Immediately create a draft “reply:”

T ) £

"e BN Bk EEE TSI Ak Ak S S e | (IR
Foemat Pantsr Book Mames Fire Bems - Pobps & Lowimpets
- . - S e -
. SEmcesas
@

BE Summer iabemd Ot Heeing Pogran
OPTIONS FOR THE INITIAL "DRAFT:"
* Avery rough draft of the intended reply, or a list of needed elements.
* Alist of the “to-do”s required to be able to make a reply
« Abrain dump about why you are having trouble with this message

* If you need to reply with a decision, list the optiors and the pros and cons of sach

Susan

393353608 fvoica)
3.9335-2071 {fax
.08 seanare 1an

Tactical Planning

Weekly review/update

UReview calendar
e Forward: at least 3 weeks
*Back: the preceding week
Qupdate to-do lists
» Update with new items

* Prune items that are no longer
relevant

11
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Weekly plan

Select 1-3 “chunks: of work for
the week:

Work on

=» COMPLETE

Daily: MIT list

/

Must* be done today * The deadline is today
Alm* to do today * "It willbe so great if |
g 3 & get this done today but
1.. (highest priority work task) | nothing bad will happen if
2 itdon't.”

& y

“The reality of daily scale productivity is that plans are not meant to be
preserved. They're instead meant as a device for ensuring that you tac
kle your day with deliberation.”

-Cal Newport, Study Hacks blog, August 14, 2015

Must be done tc

= interruptio

Aim to do today
s
2

e, B

Strategy summary

o Rethink your use of time
o Current work: prune? add?
o High impact work
o Identify your current highest impact work project(s),
make a plan, and engage every day
o Email
o Batch, process consistently, complete when you can
o Weekly and daily planning
o Weekly review, high priority work plan
o Daily MIT list

12



4/20/2018

* Try conducting “5 day experiments"”
— |dentify one problems
— Design intervention
— Implement x 5d
— Analyze / Tweak
—Try again

*Jason Womack, 2012

Productivity Resources: general time management /organization

David Allen
- Getting Things Done: The art of stress free productivity, 20001
= Apopular, complete workfiow and planning system

-+ EFFICIENCY
- betp v, asianefciency. com/
= free and paid resources online (newsletter, podcasts, videos, white papers, courses)

Michael Linenberger
- This sbook, free as paf download, describes an eflective way to manage your master to-do list
= hitpu/www michaslinenterger, comTheOnelinuteTo-DoList-Ebook pd!

Elizabeth Grace Saunders.
— The 3 Secrets to Effective Time investment: Achieve More Success with Less Stress
(2013
—  Afocus on trimming your workload 1o ft the time available, and, Lsing tima blocking” to schedule
weork,

Laura Vanderkam
- | Know How She Doss it: How Successful Women Make the Mos! of Their Time, 2015
= M for men too!

Stephanie Winston
- Organized for Success. 2004
= Winston's insights gained from intenviewing dazens. of successhul “up the lsdder” CEOs about how

they manage their time

Productivity Resources: Writing

Cal Newport
*  Deep Work: Rulas for focused success in a distracted world, 2016
hétp ficainewport comblog|

Gina Hiatt
+ The Academic Ladder. biog on academic wiiting

hitp lacademicladder com/
Joan Bolker.

+  Whting your dissertation in fiteen minutas a day. New Yerk. Henry Holt
and

Neil Fiore
«  The Now Habit, 2007
*  Practical approaches to procrastnation

Mimi Zeiger

of Whiting [ Papers. Second Edition
2nd Edition, 1999

Barbara Gastel and Robert A, Day
= How to Write and Publish a Scientific Paper, 8th Edition

Susan R. Johnson
srj.susanjohnson@gmail.com

Contact me
anytime with
questions or
comments, and,
get articles on my
website

thriving

amidst chaos

www.thrivingamidstchaos.com
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Schematic model for keeping track of what to do To-do list format option:

— /—\ Organize based on when the task should be done.
TODAY e ™\, : 2 =
@ Master list of current work Someday, Maybe Takes into account urgency, importance and deadlines.
Habits / environmental E
triggers All work that is Anything you are : Must be done today
currently in progress, D*ﬂnnénu: or :jmght o {
considering doing, later
/ N ;r :ee:s to be - keep ether on a list, Download the ebook
arted. s
@ ocantha calendar http:/Aww. michaelinenberger.com/free 1MTD htm
Calendar Do in the NEXT 10 DAYS
(20 ITEM MAXIMUM)
{4
S <
@ Do SOMETIME AFTER THAT
Daily task plan
< ........................ 4

Notes
~ 0 Reminders (recurring / one time)
O Tasks that must be done sometime today

Q WF People you are waiting to
hear back from today

Time grid

O Tasks that must be done at a

specific time

O Events
O Logistics / buffers

|
!
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