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Working in education can be a wonderful
experience. However, it can also be
challenging. Quite often, you are filling many
roles in the classroom, child care centre

or school. You can start the day feeling
energised and focused — having your three
most important tasks ready to go — but
then the phone rings, you get interrupted
by colleagues, the internet fails and the
photocopier runs out of toner. Then the
end of the day arrives and two out of those
three most important tasks still need to be
completed and this can leave you feeling
defeated.

In order to juggle everything that comes
with working in a school or child care centre,
including your roles and responsibilities,
effectively and efficiently, you need to learn
and master a range of skills from personal
effectiveness to self-management.

In this article, | will be discussing:

- Reframing how you look at time and
time management

— Personal effectiveness and self-
management

- Remembering you have the same time
as ...

- Knowing what do you really want?
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- Effectiveness and efficiency

- Seven tips to de-clutter your diary and
maximise your time and energy.

Let's get started.

Reframing how you look at time and
time management

There is no time to manage - the time is here
right now. Subsequently, time management

is more about how you manage the activities
you do in the time you have i.e. self-
management. It is up to you to decide how you
invest, value and spend your time (we cannot
save it). How you execute each of these leads to
mastery of your time and energy.

Personal effectiveness and self-
management

Personal effectiveness means making use of all
the resources (both personal and professional)
you have at your disposal (i.e. your talents,
strengths, skills, energy and time) to enable you
to master your life and achieve both work and
life goals.

How you manage yourself, impacts on your
personal effectiveness. According to the
Collaborative Academic, Social and Emotional
Learning (CASEL), self management is "... the
ability to regulate one’s emotions, thoughts, and
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behaviours effectively in different situations.” This
includes:

- managing stress
—~ controlling impulses

- motivating oneself and being
responsible, and

- being personally accountable and
setting and working toward achieving
personal and professional goals.

You have the same time as ...

One of the things you need to
remember is that Oprah Winfrey,
Maya Angelou, Warren Buffet, Steve
Jobs, you and I all get the same
amount of time.

If you are lucky, each year you receive 365 days
(unless it's a leap year), 52 weeks, 12 months in
a year, 24 hours in a day and 60 minutes in an
hour. So what makes the difference? One area
is, knowing who you are and what you want!

What do you really want?

In order to de-clutter your diary, you
need to identify what you really want
in your career and life and who you
are.

Have you sat down and allowed yourself to
dream and identify what you value most? If not,
you may like to make some time to compete
the exercise on http://www.habitsforwellbeing.
com/what-do-you-really-want/ Once you have
identified what you really want, you can then
check-in to see if your current actions are

in alignment with that. If not, you can start
making changes.

Effectiveness and efficiency

Once you have identified what you want,
you can start looking at effectiveness and
efficiency. Effectiveness or doing the right
things means prioritising and completing
important activities over unimportant ones as
well as focusing on completing the important
elements of an activity.

Efficiency relates to how fast you can complete
an activity. There is a limit on how efficient you
can be as a human being. To maximise your
output, both effectiveness and efficiency are
important. However, effectiveness comes before
efficiency.

Now you have identified what you want and
know the difference between effectiveness
and efficiency, let’s have a look at a few tips to
de-clutter your diary and maximise your time
and energy.

Seven tips to de-clutter your diary and
maximize your time and energy

There are many tips to help you de-clutter
your diary and maximize your time and
energy. For this article we are going to focus
on seven.

1. Choose wisely — many people have been
quoted over the years as saying where you
are today is the sum total of the choices you
have made up until now. So it is important
you choose wisely and check-in with how
those choices feel to you. Do you really
want to skip your workout this afternoon?
How is it going to make you feel? Is it really
going to make you happy and take you
closer to living in alignment with what you
want in your career and life? Or will it take
you further away?

2. Be responsible and accountable -
means being 100% responsible and
holding yourself accountable for where
you are in all areas of your life. Yes, |
mean all areas of your life - from your
health, fitness, career, relationships, fun,
adventure, to your finances — no excuses.
Taking responsibility means no blaming
people or justifying why things are the
way they are. Yes, | know this can be
challenging, however right now, what
would it mean to you if you started to
be 100% responsible and held yourself
accountable for your career and life?

3. Learn to say ‘No’ - learning personal
boundaries can be challenging. However,
you only have twenty-four hours in a day to
get everything completed (including sleep).
You don’t have to over-commit or take
on more than you can handle. Sometimes
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a ‘no’ can be ‘no not now’, not ‘no’
completely! This also links in to knowing
your own priorities and commitments.

Use an organiser — your organiser can keep
you on top of the things you need to do
and see where you spend your time. In your
organiser, you can include your doing (or
being) lists, birthdays, reminders etc.

Use a calendar - using a calendar can keep
you on top of your schedule and important
dates. Some people prefer to use a paper
diary and some prefer electronic (i.e. iCal,
Outlook or Google calendar). The most
important aspect here is to identify what
suits your lifestyle best and then develop a
habit around using your calendar.

Know your deadlines — schedule out your
deadlines in your calendar (i.e. daily, weekly,
fortnightly, monthly, quarterly, six-monthly
and yearly). When you schedule your

deadline, you can create your daily plan and
know what commitments you already have.
This will also help with not over-committing
yourself.

7. Batch similar tasks together — as you are
going about your day, week or month,
notice there are different tasks that are
repeated and require similar energy. For
example, it can save you time and energy
if you batch your phone calls together a
couple of times during the week instead
of going from one phone call to the next
without preparation or planning.

There you have it. | hope this article has helped
you de-clutter your diary, so you can maximise
your time and energy!
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modern teaching aids

Resources to Support
Every Learning
Environment

= Pretend & Play

« Outdoor & Natural Play

. « Art & Craft

- Building & Construction

'« Early Literacy & Numeracy
« Science & Inquiry
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