Living by the Compass
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What do You
Remember about
Habit 32




Habit 3 is part of the victory
over

Family
Others
LightEaters
Self

S




Maturity Continuum

Interdependence

HABIT 5
Seek First to HABIT 6
Understand,Then to )
Be Understood Synergize

HABIT 4
Think Win-Win

| Independence

Private Victory HABIT 2

Begin With the
End in Mind

HABIT 1
Be Proactive
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What is the effective
paradigm for Habit 5¢

| put urgent things first

| put pleasant things first

| put important things first
| put other’s requests first




Paradigm

D

Effectiveness
requires the
integrity to act on

@ your priorities. @

Ineffective: | put urgent things first.

Result Behavior

Effective: | put important things first.



What are the names of each
quadrant in the time matrix?

1 3. L
Ql — Crisis Ql — Deadlines

Qll — Efficiency Qll - Planning

Qlll — Frustration Qlll — Obligations
QlV — Laziness QlV — Time-Wasters
2. 4.

Ql-Emergency Ql — Necessity

Qll = Calm Qll — Effectiveness
Qlll — Chaos Qlll — Deception
QIV — Relaxation QIV — Waste/Excess




The Time Matrix

IMPORTANT

NOT IMPORTANT

URGENT
1

e Crises
* Pressing problems

e Deadline-driven projects,
meetings,
reports

e Needless 3
interruptions

e Unnecessary reports

e Unimportant
meetings, phone
calls, mail, e-mail

e Other people’s minor
issues

NOT URGENT

e Preparation

e Prevention

e Planning

e Relationship building
* Re-creation

e Values clarification

e Trivia, busywork

e Irrelevant phone calls,
mail, e-mail

e Time-wasters
e “Escape” activities

e Excessive TV, Internet,
relaxation

2

Live North of

the Line




Your Important Priorities are
Your

1. Big Chances
2. Big Deals

3. Big Rocks

4. Big Fish




3ig Rocks
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An effective way
to stay focused
on your big rocks is

. Work hard and hope for the best
Plan Weekly

Plan Monthly

Dump stuff you don’t want to do on other
people




Plan Weekly

1. Review mission
and roles.

2. Choose big rocks.

3. Schedule the
week.




What is the
most
Important
thing | can do
in this role this
week?

WEEKLY COMPASS®

What is the most important thing
I can do in this role this week?

ROLES AND BIG ROCKS"®
Role: Sharpen the Saw® TWiN

Spiritual

o= Project Manager

Finalize budget
Draft meeting agenda

roe: Parent

Big Rock

Attend parent-teacher
conference

Role: Spouse

Date night

Role: Friend

Big Rocks
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Which Quadrant is this?

Taking your sick child to the doctor

Staying up late playing online poker ‘
Getting clocked in on time

Creating a budget

Forwarding a chain e-mail before you get cursed
Going for a walk

Listening to your mom talk about her bunions



Generations
of

Time

' Management



Presenter
Presentation Notes
Explain that the presentation will go through 4 generations of time management.

Each generation has built on the one preceding it, and there are lessons / tasks to learn from each one.
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Presenter
Presentation Notes
Get students to make a list of things they need to do today.

Elicit discussion about the BENEFITS of keeping checklists, etc.

Try to ask if there’s anything LACKING in the approach as a lead-in to the next item…
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Presenter
Presentation Notes
Get students to plan out their activities for the entire week or month if possible.

Discuss BENEFITS of this approach.


3rd Generation:

Goal-Setting &
Prioritization



Presenter
Presentation Notes
Ask students to list down their goals for the whole year. What do they plan to achieve? 

Then get them to PRIORITISE.


4th Generation:
Time
Management
via

Self-
Management

The integrity to ACT on your
highest goals and priorities



Which Generation are You?




Paradigm Shift




Get Clear
onh Your Priorities

Goals

People

Sharpening the Saw



Healthy p—
food to : ;

eat Service

Ops

One-on-
one time

Children Education

Time with
Extended
Family




The Time Matrix revisited...
Not Urgent

Important

Procrastinator Prioritizer

g s

Ly r—

Not Important



Urgency Addiction




Beware of...

The W‘\ir“htl

What stuff swirls around you and sucks up your time?



wind

Stilgar

null

Blues

8.019616


Email
Long phone calls

People who stop and
chat

Making dinner

Altering clothes for
my daughter

Helping with a
fundraiser

Cleaning up clutter
Mowing the lawn
Getting gas

Volunteer board
meetings



Why is it so
hard

to get out of
the Whirlwind

and into
Quadrant 22




Courage vs. Comfort







Time management
is a bit of a misnomer.
It isn’t time that
we heed to manage.

We need to manage ourselves.

~Stephen Covey
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Are you a Procrastinator?

http://www.youtube.com/watch?v=4P785j15Tzk



http://www.youtube.com/watch?v=4P785j15Tzk�

JUST DO IT.

(e

Tips for Procrastinators
e Acceptit
e Do the hard stuff first

* Realize procrastination is
more painful than doing it

 Take small steps
e Make deals with yourself







Eliminating

s it truly necessary?
Why am | doing it?

Will there be
consequences if | don’t
do it?

Is there value in doing it?

Can it be eliminated or
managed in Q27



Boxing

* Block out chunks of time

— Keep out the things you
shouldn’t do

— Focus on the things you
should do

— Keep things from getting
away from you
e Lets others know where
the boundaries are

e Know when to leave the
gate open




Delegating

Delegate — don’t dump
Think win-win
Communication is critical
Go slow before you go fast
Learn to let go

L


Presenter
Presentation Notes
Gofer Delegation and Supervision of Efforts (Stewardship).



Email

Long phone calls

People who stop and
chat

Makimgdinner> Q2
Altering clothes '0>
my daughter

Helping with a
fundraiser Q2

Cleamimg-eprciutter. >
Getting gas

\/oerraa =
meetings




You have to decide what your highest
priorities are and have the courage—
pleasantly, smilingly,
non-apologetically,
to sgy ‘no”to other things.

And the way you do that is by having a
bigger “yes” burning inside.

~ Stephen R Covey


http://www.philosophersnotes.com/quotes/by_teacher/Stephen+R.+Covey�

Taking Steps




Don’t waste your breath
iming what'’s really

A

How you spend your
ys it all.

-~
Eric Zorn
—

com——


http://www.quotationcollection.com/author/Eric_Zorn/quotes�
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