Time Management


Time/Activity log

The aim of the time log is to benefit YOU. The time log will only be used by yourself in the training session and the content will be kept confidential. To gain maximum benefit you need to be completely honest.

The activity log should be filled in every time you start a new activity. Note down the start and finish time of each new activity in the left-hand column and the activity in the middle column, headed task.  

It is a good idea to use a coding system for this; for example take the main 10-12 activities that normally occupy you most, and give a letter code to each 


e.g. 
E = email, 



P = Photocopy, 



Intel = Incoming telephone call, 



O/tel = Outgoing telephone call.  

Then you can simply insert the code.  Some activities which occur infrequently during the week you may wish to leave uncoded and simply describe in full when they occur.

Under the activity heading also make a note of:

1.
Who is involved in the activity?

2.
Whether the activity was planned (i.e. at 9.a.m. this morning you expected to do this) or unplanned.

3.
Finally make a note of the interruptions which occur.  Make sure you separate them into telephone interruptions and others.

Filling in the activity log may seem complicated and/or frustrating at first, not to mention using up a lot of your time; however think about how you spend your money. Looking at your bank statement helps you to see where you have overspent and what money you have available. Looking at a time log gives you the similar information.
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