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Personal Leadership:

Time Management Preferences

The majority of the time, I prefer (circle your personal preference for each situation). . . . 

Working independently 


vs


Working collaboratively

Relaxing alone



vs


Relaxing with others

Concentrating in short bursts

vs


Concentrating for long stretches

Focusing on one thing at a time

vs


Multi-tasking (many things at once)

A fast and busy schedule


vs


A slow and easy schedule

Plans and predictability


vs


Surprises and spontaneity

Tight deadlines



vs


Long lead times

Deliberating on decisions for awhile
vs


Making quick decisions

Working in silence



vs


Working with background noise

Dim lighting




vs


Bright lighting

Working with my head


vs


Working with my hands

Personal Leadership:

Energy Cycles and Sources

Mornings


Are the best time for me to _________________________________________________


And the worst time for me to ________________________________________________

Afternoons


Are the best time for me to _________________________________________________


And the worst time for me to ________________________________________________

Evenings


Are the best time for me to _________________________________________________


And the worst time for me to ________________________________________________

Late at night


Is the best time for me to ___________________________________________________


And the worst time for me to ________________________________________________

Personal Leadership:

What Is Working
· No matter how busy I get, I always find time for  ________________________________

· My goals are well defined when it comes to ____________________________________

· I’m pretty clear on how long it takes me to _____________________________________

· I never procrastinate about __________________________________________________

· I am never late for ________________________________________________________
· I have no problem tackling difficult projects when _______________________________

· I always build in transition time between ______________________________________

· It’s easy for me to say no to _________________________________________________

· Meeting deadlines is easiest for me when ______________________________________

· I am at my happiest when I am ______________________________________________

· The things that I delegate easily are ___________________________________________

Personal Leadership:

What’s Not Working
· I never have time to ___________________________________________________________
· I spend way to much time on ____________________________________________________
· I don’t have well-defined goals for _______________________________________________

· One thing I wish I could do everyday is ____________________________________________

· I always underestimate how long it takes to ________________________________________

· I always procrastinate whenever I have to __________________________________________

· I am usually late for ___________________________________________________________

· It’s hard for me to say no to _____________________________________________________
· I have a hard time finishing _____________________________________________________
Personal Leadership:

Setting Personal Goals

Life Categories  Select the categories that are most important to you and identify your goal(s) in those areas.

Work  __________________________________________________________________

________________________________________________________________________

Politics  ________________________________________________________________

________________________________________________________________________

Community  _____________________________________________________________

________________________________________________________________________

Family  _________________________________________________________________

________________________________________________________________________

Self  ___________________________________________________________________

________________________________________________________________________

Partnership/Marriage  ______________________________________________________

________________________________________________________________________

Friendship  ______________________________________________________________

________________________________________________________________________

Finances  _______________________________________________________________

________________________________________________________________________

Knowledge  _____________________________________________________________

________________________________________________________________________

Home  __________________________________________________________________

________________________________________________________________________

Spirituality/Religion  ______________________________________________________

________________________________________________________________________

Time Mapping

	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	Wake Up
	Wake Up
	Wake Up
	Wake Up
	Wake Up
	Wake Up
	Wake Up

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Sleep
	Sleep
	Sleep
	Sleep
	Sleep
	Sleep
	Sleep


Personal Leadership:

Prioritizing Tasks
Ask: Is this task important? Does completing this task help me to reach a goal?

Ask: Is this task urgent? If I don’t do this task now will there be negative consequences?

Always consider how long it will take you to accomplish a specific task.

___________________________________________________________________
1. Important/Urgent




2. Important/Not Urgent

Crises






Preparation

Pressing Problems




Planning

Deadline-driven projects



Goal Examination/Clarification

Elections!






Building Relationships

Votes!






Needed Relaxation

Some Constituent Needs



Knowledge Improvement

DOS Communication Strategy


Other People’s Priorities









Some Constituent Needs









Media Relations

3. Not Important/Urgent



4. Not Important/Not Urgent

Needless Interruptions



Trivial, Busywork

Unnecessary Reports




Unnecessary Phone Calls

Unimportant Meetings



Time “Wasters”

Phone Calls and Email



“Escape” activities

Other People’s Minor Issues


Irrelevant mail

Irrelevant mail





Excessive relaxation

Once you have sorted your tasks by priority, determine if there are any you can purge from your schedule, i.e., delegate, find a shortcut for, or even delete!
Personal Leadership:

The Delegating Process
1. Examine the task.  Is this a task that is repeated often or a onetime special project?  The frequency and complexity of the task suggest whether it is worth spending time training someone to do the job.

2. Determine who is the best person to do the job.  Do you need an expert, an equal or a beginner?  Is there someone who might enjoy doing this task?  Have a sense of the individual’s capabilities and willingness to perform the task.

3. Clearly communicate the objective.  Do not assume that the individual knows everything you know about the task.  Invest in training time if necessary.

4. Clarify the quantitative and qualitative requirements – make clear how many you need and what it should look like.

5. Set a clear due date, and schedule interim dates to check on progress if necessary.  Be available for questions and consultations while the job is being done.

6. Establish a relationship of understanding.  Delegating is about teamwork, not autocracy.

7. Review and evaluate the result.  Determine whether the desired result has been achieved.  If not, reflect on the individual’s skills and your own ability to communicate the task effectively.    Talk with the individual about what he/she has done well, suggest improvements and, if appropriate, let the individual resolve any outstanding problems.

8. Celebrate success!

Personal Leadership:

Secrets to Time Management in the World of Politics
1. When writing the timeline for your campaign plan, start from Election Day and work backwards.

2. Post a calendar of objectives, activities and deadlines where all key staff and volunteers can see it (but not necessarily the press).  Put up a clock in the main work area where everyone can see it.

3. Don’t be afraid to delegate!  If you’re concerned that no one else can do a job as well as you, you aren’t managing effectively.

4. Prepare and plan for meetings – have a clear objective and start and end on time.  Be conscious of wasting other people’s time.

5. Meetings are about dialogue and discussion – not speechmaking!  Moderate meetings to prevent long-winded diatribes, and suppress the urge to offer one yourself.  

6. In a campaign, spend 10 minutes every morning going over the day with your key team members.  When running a regional campaign, get all your key people from the region together once a week.

7. Save small talk for the pub!

8. In a campaign, set the ground rule that no one is allowed in the campaign headquarters until it’s too late to knock on doors – all volunteers and staff should be out talking to voters until then.

9. Take care of the big stuff first, then worry about the small stuff, i.e., don’t worry about what the campaign buttons and signs will look like when the campaign plan isn’t written yet.

10. Win or lose an election, never forget to thank volunteers and party members who helped in the campaign.  It’s the right thing to do and will bring them back to help again.

11. Remember that politics is a marathon, not a sprint.  Avoid making decisions that will hurt you in the long-run.

12. Be ruthless with time and gracious with people.

� Adapted from Julie Morgenstern’s Time Management from the Inside Out
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