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DO YOU REMEMBER the List time you said to
yoursell “Where did the day gof” or ] have no

tme!™ If vou've ever caught voursell thinking
these things, then vou know how much distress
E'N.HJ!’ Lme H]JI'IHN'IIR'I][ CAn cause, Since oVeTyono
has 24 hours in a day, seven days in a week and
365 days in a year, when you say those things 1o
voursell, you're really saving that you're not manag-
ing vour time very well. IF vou could cut just 20
minutes a day of wasted time, vou'd gain a whole
year by the time you're 70! Here's how to practice
good time management

1. First, name your time wasters. Do yvou procras
tinare? Do vou spend too much time on trivial
things* Do vou hop around from job w job?
Write down all your personal time wasters and
give them pet names so you can Lagh at them
later when they stant controlling you

Mext, prioritize. Divide all your tasks into three
catcgorics. . A's are ahsoluely essential 1o your
life gocils. . . B's are important but not csseniial. ..
and C's are trivial. Then, do the A's first, and pat
the C's on the back burner.

3. Are you a night owl or a day lilv? Pay attention
to the time of day vou're most alert and creative,
and then do all vour A priority tisks during
whatever time that is. Save the B's for the other
parts of the day

1. Be satsficd with doing a pamial job. Did you
know that 80 per cent of vour best work is
done during the first 20 per cent of ime you
spend on i Practice forging ahead full steam
at your top prioritics, and don't be afraid w let
some of the smaller tasks fall by the wayside

Reduce workplace stress
by managing your time

Part Two

5. Stop running late. Set vour waitch and vour
alarm clock five minutes Fist so you can prac-
tice being a litde early

6. Finally, keep yourself in check, Keep a time log
of evervthing vou do for one week. Record how
much time vou spend on sleeping, working,
driving, spending time with family and friends,
heing quiet, having fun.. whatever it is, Then,
at the end of that week, evaluate how you bud-
goeted your time so vou can adjust it o better
match vour vitlues and goals the next week.

Pacing yourself...

If evervone has 24 hours in a day, seven davs ina
week, and 365 days in a vear, then why s it that
some people seem 0 have plenty of time 1o get
their work done, o play, to visit with fricnds, to cire
tor their Bimilics, and even (o relax. . while others
seem o mace around frantically, always playing
catch-up? The answer is, people pace themselves
differently.

Pacing skills are particulary helpful for times
when vou feel like your life is out of control, or
when vou feel a licde out of siep with vourself.
Pacing skills can help prevent you from wasting
encrgy and causing yourself unnecessary distress
Think about your car...every time you slam down
the gas pedal or jam on the brikes when you'ne
driving, you waste fucl and wear out your car Gster.
Similarly, when you work in sudden bursts of fran-
i activity, vou end up wasting encergy and causing
yoursell distress. “Pacing ™ means aking on no more
and no less than vou can handle at that moment,
and then working on it at a steady, comfortable rate.
If you've ever Rllen up the stics. _or wripped on
something on the sidewalk that just wasn't there, .
you were probably pushing vour body beyond its
natural tempo. Heres how 1o prictice pacing:

Emem—e———e e o me o e s —



1. Firsi. try an experiment. Go outside and walk a block o 1o
specd. Then walk a Bock slowly. Walk another block at top
specd agiin, and then walk it slowly again. Keep doing this
until you feel tired out. After you're fully rested, walk back
i a comiortable, steady pace and see how much tired you
become

Next, schedule your time. Estimare how long cach daily sk
might take, and don't forger o allow oom for emergencies
that undoubtedly crop up. Then, schedule your duv's tisks
1o fill bur not overflow the actual time vou have available. In
uther words, don't plan t do two hours of work into one?

. Reepup. Don't allow yourself 1o get behind or ahead of sched:
ule. Practice plodding along within vour natural tempis, and
see how much more productive you are

b Finally, be consistent. Do those things vou do o ke cane of
andl restore yoursell. . like cating meals, sleeping and exercis
ing at the same time every day. It will bring order 1o vour life,
vl help prevent vou from getting sidetracked and i will allow
your body 1o properdy prepare for the demands vou're going
o place on i
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Buffett Taylor's unigue inlegrated approach to employee health,
banefils cost managemanl and human resource sirategies will
help you improve ynur bottom line.

Buffelt Taylor has assisted many organizations, both small and
large, lo:

contain I‘I:ml.aunn benalils costs

“_ INCREA

We can help you: looe
Call us today to find'out how. . . *
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YOUR ONE STOP FOR SAFETY SUPPLIES!

PROTECTIVE EYEWEAR
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