Pathways to Higher
Education Project
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\Workshop Objectives

Set goals and priorities that enable you to
effectively manage your time

Monitor daily work habits and determine
areas for improvement

Avoid time wasters and handle
Interruptions

Ildentify, evaluate and select tools that
help with time and priority management

Avoid over-committing yourself

Balance your professional and personal
lives

Implement a personal time-management
action plan
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Manage yourself, not your time

Interruptions - personal visitors
Interruptions - telephone

Meetings

Tasks you should have delegated
Acting with incomplete information
Dealing with team members

Crisis management (fire fighting)
Unclear communication
Inadequate technical knowledge
Unclear objectives and priorities
Lack of planning

Stress and fatigue

Inability to say "No"

Desk management and personal disorganization
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1. Team working

= [hinks about the customer when undertaking day-by-
day work.

s [akes pride In delivering a high quality product or
service.

s Investigates service delivery and provides solutions to
problem.

2. Flexibility

= Applies rules or procedures flexibly to accomplish tasks
more effectively to changing circumstances.

= Remains focused when faced with competing demands.

= Makes reasonable adjustments to ensure maximum
effectiveness
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e Patient

» Organized
* Energetic

» Able to work under stress (Time
Stress)

e Decisive




5 Steps to Successful Time
Management

1. Set specific tasks and personal
goals

2. Create a term calendar, recording

major events
3- Create a weekly schedule

4. Decide on specific times to work on
each task

5. Make a list for each day the night
before or during breakfast
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Strategies for time management

n Always define your objectives as clearly as

possible
m Analyze your use of time
a Have a plan

m Action plan analysis: Problems will always

occur, the value of a good

plan 1s to 1dentify

them early and seek out so]

utions. Good time

management enables you to measure the
progress towards your goals because "What
you can measure, you can control". Always try

to be proactive




Action Plans

s An Action Plan Is a list of tasks that you
have to carry out to achieve an objective

Wherever you want to achieve something,
draw up an action plan. This allows you to
concentrate on the stages of that

achievement, and monitor your

towards it
To draw up an Action Plan, simp

Orogress

y list the

tasks that you need to carry out to _
achieve your goal. This Is simple, but still

very useful!
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Make a commitment to yourself today to ‘make time’ for
something you really want to do.

IHave a good idea of what your time Is worth to you. If you
calculate the figure regularly it enables you to decide whether it's
profitable to have work done by someone else.

At the beginning’ of a meeting, tell the other person how much
time you can ,

Not only make daj monthly lists of things that have to be
done but make sur xeep the completed lists and analyze
them closely. ,

Don't let negative attitudes lons limit your activity.
Handle paperwork once; answef
Do not postpone important mat

| row It out or delegate it.

are unpleasant.
Try to arrange routine times for job¥ suiiras gping through the
mail, talking with your manager or stalfgcompier input, etc.

Try to fix definite times when you would not |4 ?6 be disturbed.

If you have several phone calls to make, do the NOW.

Plan some time for discussing routine matters w _
colleagues. Then you avoid interrupting each other a{l_he time.

Learn to say ‘No’. Get used to asking yourself ‘Am | the right
person for this job?’. Before answering 'yes', ask yourself if you
really want.

Make a habit of finishing main daily jobs before going home.
Ask people coming with problems to propose solutions.




Scheduling In five-steps:
s [dentify the time you have available.

s Block In the essential tasks you must
carry out to succeed In your job.

s Schedule in high priority urgent tasks
and vital "house-keeping™ activities.

= Block In appropriate contingency
time to handle unpredictable
Interruptions.

= INn the time that remains, schedule
the activities that address your
priorities and personal goals.
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Costing your Time

.
Y 1 Y2

Period Period
i 2
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JIRSEN

1. Lack of priorities/objectives

2. Shifting priorities and crisis management
(Procrastination).

. The telephone.

. Drop In visitors.

. Ineffective delegation.

. The cluttered desk (Free space 80%).
. The inability to say "no!".

. Meetings.
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Strategies for a successful life
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sProject coordinator, Monitoring and Evaluation consultation services for
TVET Reform Program, Skills Development Program, Egypt, Since November
2004.

sHead of the awareness, workshops and training team, Establishment of
Internal Quality Assurance System, FECU, funded by Quality Assurance and
Accreditation Project (QAAP) Project No. Cai/3/07, Ministry of Higher
Education, Since September 2004.

sGrant coordinator, New Vision of Engineering Economy Teaching Project.
The partners are Egyptian, Italian, British and Greek staffi, funded by Tempus
program, Project No. SCM MOO3A04, European Union, Since July 2004.

sManger, Pathways to Higher Education Project (PHE), Egypt. The partners
are Future Generation Foundation, National Council for Women, and Faculties

of Humanities and Social Sciences, funded by Ford Foundation, USA, Since
April 2004.

sMember of the team, Modernization of Post Graduate Courses in FECU. The
partners are 6 different departments in FECU, funded by Higher Education
Enhancement Project Fund (HEEPF), Ministry of Higher Education, Since April
2004.

sMember in the Committee, Establishment of Engineering Radiation and
Technology Department FECU, Since March 2004.

sDeputy Director, Performance and Development Evaluation Unit, FECU,
Since May 2003.

s Educational Activities: 3" year EE, 4™ year Graduation Project, 4t year
Labs, Management Diploma, Higher institute of A&C

sSome other minor activities
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Folloewing
Total Qualjty System

P Do

Imprc«heck
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Monitoring

Situation Planning: “\ Implementation &
analysis Log frame monitoring
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SMART Objective

Specific: Is there a description of a precise or
specific outcome which is linked to a rate, number,
percentage or frequency?

Measurable: Is there a reliable system in place to
measure progress towards the achievement of the

objective?

AC
ap
Re

nievable: With a reasonable amount of effort and
plication can the objective be achieved?

evant: This means two things; that the goal or

target being set with the individual is something
they can actually impact upon or change and
secondly It is also important to the organization.

Time Based: Is there a finish and/or a start date
clearly stated or defined?




Logical Framework Approach (LFA)
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Objective

Outcomes
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Activity Logs

Finding Out How You Really Spend
Your Time

s Keeping an Activity Log: for several
days will help you to understand how you
spend your time, and when you perform

at your best

_earning from Your Log: analyze the
0g, so, You may be alarmed to see the
ength of time you spend doing low value

jobs
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s [empus (Engineering Economy Project)

s Heepf (Modernization of Post-Graduate
Courses)

s Pathways to Higher Education

488 yall clalall o)




clelaiay) dilgd g Al <l ) daa 12 Jahadilly ALAN L8 35 1
) dagas (31, 9¥) (e aldd 13 gl oY) s -2
AR g Aol le Bila 44 algal) (e pLgilY) e ga das -3
asal) Jae a5 Y) Jualil ?;;-3‘45 B JS A Basl g dagay pb -4
Jard) alga Z A Jaxi oY LbAS Y 16 Jlad JSdy Jadal) i g aadin) .5
pasii S aladi 17 glel¥) £ sias -6
M&AIS-18 J‘Jﬁ‘éﬂ:dﬁ#-?

hadd Saal g 5 e Jaally a8 -8

el Ciilgl) aadiu) -9

Lla¥) b siall e cal 10

QS| Al (e aldl -11

(A 5 pilia B Ly (ad 1) Mol g iy 52l (e Slansd Cida)




b gl oY) Cayia

sl
a3l Jslasl




