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Must-Do Tips No 29: Where Does All The Time Go? 
 
High on most New Year's resolution lists is often something about making more productive 
use of the precious commodity that is time.  Whatever branch of the professions that you are 
in - and in whatever role  - the challenge of ever-increasing workloads and their negative 
impact on work and home life is real.  This month, we offer three (well, actually five) things to 
do that can help and a free offer (see below). 
  

Tip 1 - Keep A Log 
So where does all your time go?  Many professionals whose business should be the accurate 
recording of time (as well as those roles for which it isn't) do not have an accurate picture of 
where their time actually goes - or where it will go.  Measuring supply and demand on your 
time going forward using a simple activity spreadsheet can highlight where things might be 
going to go wrong from overload - so you can do something about it before it happens.  For 
your free copy of this tool hit 'Reply' and type 'Free Spreadsheet'.     
  

Tip 2 - Prioritise the Priorities 
If nothing is a priority - or everything is a priority - then the risk of important stuff slipping back 
or away is magnified.  With a list of hot topics to choose from, remember the most important 
question to ask yourself: "If I am able to complete only one thing, what would it have to be?" 
and work your way down the list putting them in order.   
  

Tip 3 - Interruption Interrupters 
Interruptions can waste so much valuable time.  Here are three things to reduce their impact: 
  
1.     Allocate a period (or periods) of 'My Time' each day in which you are not to be interrupted 

(that includes phone calls and emails).  Make sure that your colleagues know about and 
when this is and politely enforce it. 

2.     Minimise the number of meetings you attend.  Leave the ones you do attend when your 
bit is finished. 

3.     Go and work in a location in which people won't expect to find you. 
  
People Scope offers workshop programmes to professional firms on Time Management and 
related managerial issues. For more information, hit 'Reply' and type Time Management.  For 
more general information about what we do, go to www.peoplescope.com.  
 

We welcome feedback from you on what you think about "Must-Do Tips".  If you like it hit 
'Reply' and tell us specifically what you like.  If there is a topic or issue that you would like us 
to cover, what is it?  And if there's something that annoys, tell us too!  We want to improve. 

Need a stimulating contribution to your in-house publication or newsletter on Business 
Development, Client Relationship Management, or Professional Leadership from an 
expert?  Call or email us and we will do our very best!  If you think someone else might be 
interested in receiving "Must-Do Tips" tell them about us.   
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Past issues of "Must-Do Tips" have covered topics such as: 

Professional Leadership 
New Business Meetings 
Developing & Maintaining Contacts 
Presenting With Power 
Avoiding Tender Traps 
The Trust Builders 
CRM's Building Blocks 
Creating A Sales Culture 
CRM's Building Blocks 
Three Things They Hate About Tenderers 
Stand...and Deliver (Selling At Exhibitions) 
Watching for CRM Warnings 
Selling - A Contact Sport 
"Wot - No Research?" 
Persuasion Power 
Understanding The Client's Business  
  
If you would like to receive any of them, hit 'Reply' and type 'Past Issues' along with the name 
of the particular topic(s).  
  
If you do not wish to receive "Must-Do Tips", press 'Reply' and type 'Unsubscribe' and we will 
do exactly that.  
  
Best regards. 
  
   
  
JAMES NEWBERRY 
Managing Partner 
People Scope 
6 River Court 
Chartham 
Canterbury 
CT4 7JN 
United Kingdom 
Telephone: 44 (0)1227 730411 
Email: peoplescope@aol.com  
Website: www.peoplescope.com 
 
This message contains information that may be privileged or confidential and is the property 
of People Scope. It is intended only for the person to whom it is addressed. If you are not the 
intended recipient, you are not authorised to read, print, retain, copy, disseminate, distribute, 
or use this message or any part thereof. If you receive this message in error, please notify the 
sender immediately and delete all copies of this message.  Our computers are virus-protected 
on a regular and ongoing basis. We hope that you don't catch anything from us, but we can't 
accept any legal responsibility if you do. 
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