August9, 2023Time Management Training
A Time Management for Real People training was held

Chambers beginning at 3:00 PM.

Members LC Jones, Kathy Lawson

on August 9, 2023
Interim City Manager Glen Adams lead the training for

, Aaron Rawls , Lawrence Mitchell

in Council
Council

and Tammy Pearson .

ENT

for =enl People

PRESENTED BY GLEN ADAMS
ORIGINALLY DEVELOPED BY:
JAMES W.R. ADAMS

Introduction

Time passes no matter what you do
You have very little time available to
manage

Managing this tiny increment of
available time gives you control of your
own happiness

Agenda
Understanding the framework
Personal Relationship Network

Strategies for dealing with the people
who have power over your life

Making it work for you!

Overview

Doing the right things right the first
time

Getting things done through the active
support of others

Getting control of the timing and
content of what you do

Time Distribution

Total Hours/Week A =168
Sleeping Hours =-56
Working Hours =40
Eat / Dress / Travel )=-21

Net Discretionary Time

Vocabulary
Time = 24 Hrs/Day

Management = Getting things done
through others

Network = Groups of people whose sole
common property may be you

Basic Concepts
You can’t create time
You can increase the value of time

Anyone with at least one follower isa
leader

The world sees you as a
monkey trainer

sell the Future: |5

Management |s:

Planning

Organizing

Leading

Controlling

For you, it is one darn

thing after another...

Getting Caught in the Rat Race

Rules of the Game

He/she whom has the gold, makes the rules

The Boss’s judgment is final (he/she has the
prior right to be wrong)

The Boss gets prior satisfaction

Subordinates are always in the selling role,
the Boss is in the buying role

The burden of proof always rests with me
whenever | disagree with my Boss

BUYER / SELLER
Relationship

YOU must sell to:
Your Boss
Your Peers

YOU must buy from:
Your Subordinates
Your Peers

—

MANAGEMENT IS:

Getting things done through the
active support of others

Personal Relationship Network

Those who have the power to make or
break you in a key aspect of your job at least
once a week (they can do you |n'f

Know the people on your network

Competence is of no value if those who
have power won’t support you
You don’t have to like the people on your

network, but you'd better LOVE THEM
DEARLY!

Personal Relationship Network

Relationships: Primary Tools
sovenevmEs o)
EXTERNAL i ’g

PEERS
?I NTERNAL

YOU‘PEERS
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TYPES OF TIME R R R RS SELF-IMPOSED TIME
Boss-imhposed (Compllianceg: Time spfent NON-COMPLIANCE AND

doing thi dn’t be doing i . . ..

s e el NON-CONFORMITY Discretionary (Maximize)

System-imposed (Conformity): Time
your peers impose upon you in return

. This is the 51 hours we discussed!
There isn’t a penalty ' B

for your support for sacrificing Subordinate (MInImIZE)
Self-imposed: Time spent achieving your self-imposed time Unless they are willing to be developed!
goals

INSUBORDINATION 80/20 Rule Monkeys on Your Back
“Neglect commitments to your Boss Spend 80% of your time Monkeys are like “Honey-
PROCRASTINATION -

on the 20% of the people A Monkey is whatever the
“Neglect commitments to your Subordinates next move is

who contribute 80% .
They are commitments

of your support Time Commitments

We don’t think of the time
cost when we accept them

FOR EVERY MONKEY ) MAXIMIZE FREEDOM
THERE ARE TWO PARTIES Strategies it S
BOSS you DEGREE OF FREEDOM Astr-:‘lsulre

1. ACT ON YOUR OWN

ACT, BUT ADVISE AT ONCE
o EXTERNAL YOU INTERNAL . RECOMMEND, THEN

One to supervise it! PEERS — 1 BECED EXECUTE THE DECISION

— 1 ¥ L

ANTICIPATE

One to do the work l = T

Lol

and

w

‘ 4. ASK WHATTO DO
SUBORDINATES % 5. WAIT TO BE TOLD WHAT TO
ST S— ——
MAXIMIZE YOUR CREDIT MAXIMIZE LEVERAGE MAXIMIZE LEVERAGE s
Show appreciation . LEVERAGE  TYPE OF TIME CHARACTERISTIC The higher your subordinates are on their
. - - || )01 Executive Maximum Delegation
Yiivie eeaariBn 1Execut g st e freedom scale, the greater your leverage
naward sehiavamarit (n):1 Supervisory  Assigns Moves W Using leverage you can eliminate
(Bx5=25 mives i subordinate-imposed time, thus creating

Provide consistency I%%Tf 11 Employee [?lrect Conlrol wa\e,c;a\ discretionary time
Cooperate fully Use discretionary time to maintain your

.= Number;ob Sibordinates network to gain more discretionary time

x = Number of unsupervised moves

__I

nai |
MAXIMIZE LEVERAGE ..., ANTICIPATE Making it Work for You!
De|egation SURPRISES - - Always take time PRIORITIZATION
Unscheduled time....... END RUNS

Turning over to a subordinate
MEETINGS

fuII'respon:I.bllltyll( for self- y SURPRISES can be ANTICIPATED by an WORK PROCEDURES
assignment in a key area o i
g Yy informed / aware leader THE PROPER TOOLS

his or her job QUIET TIME
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Prioritization

NETWORK NON-NETWORK
DO IT DROP IT
DELEGATE IT CHARITY
DELAY IT

End Runs

Your Boss goes directly to your subordinates:

End Runs c....

Your subordinates end run you:

Do nothing if occasional

Otherwise bring subordinates together
Regularize what you can’t control
Have them report actions to you
Establish freedom level for each

Meet with them, list occurrences
Assign freedom level for each
On those of concern to you

Have them stop by on the way up

Have them stop by on the way down

End Runs c.....

Bypassing your boss:

List the actions required

Take this list to your boss
Recommend assignment of freedoms
Let boss ratify or change

Meetings

Start on time

Limit to 60 minutes

Provide detailed agenda in advance
Distribute meeting notes within 48 hrs

Have personal meetings in subordinate's
office —and stand up!

_

Work Procedures

Comfortable / functional workspace
design/ layout

Disciplined telephone procedures
Disciplined visitor procedures
Responsibility with accountability
Eliminate the clutter

The Proper Tools

Computers and software

Network and electronic mail
Answering and Fax machines
Assistants and helpers

Making it Work for You'

Quiet Time

Up to 1-hour in duration every day
No calls

No meetings
No visitors
Closed doors

Summary

Know your Personal Relationship
Network(s)

Implement strategies to maximize
freedom, leverage, credit, and
anticipation

Act today to increase control over the
timing and content of what you do

1(®)

Questions?

15

il

There being no further business

Thank you for your time!

Developed by:
James W.R. Adams

Presented by:
GlenT. Adams

Karen Roberts , Clerk of Council

, the training ended at 5:45pm

LC Jones , Mayor



