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Time Management
Best Practices of Highly

Productive Leaders
By Kathryn McKinnon

Highlights from ber workshap, “Time
Management Bes Prceicesof Highy Pro-
ductive Leader,” delvered at the Rhode
land Chapterof the CPCU forum.

Do you have cnough time?

We all have the same 24 hours every
day,yeesome people are so much more
productive with ther ime.

Whether or ot you blicvc you have
enough time to gt it ll done,the sim-
ple truth is no one was born knowing.
how to. manage time. Time manage-
ment isaskill anyone can lean,

For 23 years, I've coached hundreds of
exceutives, laders and business owners.
T also had the prvilege of nterview

ing some ofthe most highly productive
exceutives and businessleaders o under

stand what makes ther 50 prodictiv,
I this artile, 1 share seven of their
ime mansgemen best practces and
productiiy secets,
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You have sles, operational and finan-
il systems. So, why dorit you have
4 time management system o moni-
o your productivity and messure the
sesules you gee with your time? High-
Iy productive leaders incorporate time.
management best practices into their
daily schedule 0 create an effccive time
managementsystem. Ifyou want o gin
more productive ime every day, follow
thes time mansgement best pactices to
creae 3 time management system that
works for you:

1. Desclop & Mindset for Success
Wich Your Time

Highly productive leaders underscand
thir thinking has  dirct influcnce on
thir abilty to get the best resles wich
their ime.

d with worry
e, guilt, pey gricvanc-
csoresentment, you take you focusoff
your goals and don achicve s much as
you wan, You may be worred sbout
les, costs, facltes, employees, vr

dors, projects and customers. Worry is
justa distracion tha keeps you off ba-
ance. Tewont help you reach your gals.

You control your thoughts and how you

worrid sbout

something ask yourself, “What can | do

o change this sivuaion?” Ifyou cart o

anything to change i, et it go. Fill your

mind with more productive thoughts.

Focus on your goals and your success

il filure, You'l

seach your goals fstr and gain control
over your tme

2. Plan Your Day and Measure the
Results

Highly. producive leaders are_com.
mited 1o making the mose of cvery
moment. They crcate a game plan to

Know where theye going. They strt
cach day the ight belore knowing thei
prioriies for the following day. Dur-
ing the day: they pay stention to whats
Stopping them from reaching thei gosls
and what they nced to do o take action
and move the necdle forvard.

They monitor the results chey achieve
it thei time, By planning and keep-
ing track of how they spend ther time,
they detcemine when they're off course
and take spproprise steps o get back
on k.

3. Set Yourself Up for Easy Wins
Every Day

Highly producive leaders review their
daily prioriics and choose the most
urgent that will take the least amount
of time. They also spend. time cach
day doing some of the fasest tasks
theie priority st — lke 2 quick emil
response or phone all,

Becuuse s cascr to make the mental
tramsition from one actvity to another
if sk aresimilr, they o sack meet-
ings and activiies togerher. This acic
increases thei produccivity by prevent-
ing wasted time between acivcs.

ly productiv leadersdo emil fol-
lowing the 6-12-6 Rule. They schedule
blocks of time to check and answer
emailin the morning (6 3.m.), mid-day
acdays end (6p.m.). One
s was spending four hours
ail, and he couldn' g his
most impartant work done. Afer ans-
Iyzing the way he was spending his e,
we discovered 609% of the email he was
working on was not relate to his high-
st prioites. | taught him an email
system incorporating the 6-12.6 Rule to
help him do his cmail and accomplish
his most important ork. This simple
change in his routine gaincd him two
oursof productive time cach day:

4. Stay Focused on Your Goals and
Priorities

Our abilty 1o focus ateention on 3
task is crucial for achieving gosks. 165
o surprse atention spans have been
decreasing over the past decade with
the increase. in cxternal stimulation.
According to resarch, the aversge
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awcion san of by sl oy
s jus 20 minutes.

The moseproductive leaders sty
focused by knowing their goals,
ortring the most important oncs and
bresking large projects o smalle asks
o avoid procasination and  fecing
overwhelmed by too much information
IF youre spending itcal time d
sk that s not related 10 your truc
prioriies, you won' gt your best work.
done. To say focuscd, use 4 timer and
do your most crtcal tasks while your
mind s sharp and ccrgy is high. You'l
end your day with 3 grestr feing of
accomplishment.

5. Let Your Calendar Run Your Day

Highly productive leaders dorie et
ther day randomly run ther calendar
They consoldate all personal and pro-
fessonal activites and block tme for
exch acivityinto one capture system in
15-minute increments to idenify their
el available time, This ted

venss double-booking or i

6. Focus on Activities Equal o the
Value of Your Time.

Whats your time worth? Highly pro-
duciveeadersknow that i thir time i
worth $100 an hout,they shouldrit be
spending tme doing S10-an-hour jobs.
Calculte what your time is worth, It
will apen your eyes and make youthink
twice belore 1 activities th

et worth you
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7. Set Expectations and Boundaries
With Your Time

Rescarchers at the University of Cali
fornia, Irvine, monitored interrupions
among offce workers and found that
2 wpical manager gets only 11 min
s beoween. interruptions, while it
akes an aerage of 25 minutes o revun
your focus to the original task afcr an
inerruption.

I youre constandy being incerrupred
during the day, how much time are you
Tosing,and what i it cosing you?

Theoughout their day, highly produ
iveleadersask themselves i how theye
spending time i thie pririty or some-
one lses. I ics somcone ches, they
Know they nced to set boundarics with
thir time and sy, “No”

When they necd to focus withou intr-
cuption, highly productive leaders block
out time to work on high-proriy proj-
et They tune out disracrions, cal and
emil. Some hang a sign on their door
o near ther desk askin o to be nter.
rupted. IFsomeone interrupts hem they
suggestscheduling a time o k.

Highly producive leaders plan for in-
evitable ntrrupions and schedule time
ino ther calendar for unanticipaed ur-
gene mectings, calls and emergencies
during the day. The beauy of this is
ha the block of time becomes a bonus
of fee time i the day cvolves without
interruption.

They wke s holisic approach 1o
managing their time and realze the
importance of maintsning 1 heslthy
mind, body,spiricand emotional sae.
They ake time for themselves, celebrace
cher succes, and they don take time.
for granted.

Take acton.

1 you commit o using just one of thesc
ime mansgement best practces for 3t
least 30 days, you'l begin o creat your
own time mansgement system. Youll

reae your productivity and gain
more time for your highest priortics.
Youll salve your time management
challenges and have cnough time o
each your goss,

Make thee techniques your new time
management sysem o you can get
the best resuls with your time. If you
change che way you spend your tim

you willchange your life .

Kathryn MeKinmon v a Harvard Busnes.
Sclool xceusive. coach. time. manage

ment xpers, autbor, speaker and CEO
of McKinnon' & Company dedicated 10
Ilping exceusves, leades and sines
ownens achice e best resls with heir
lime. More time management bet pic

ticsare found in e book, “Triple Your
Time Today"and in ber excurive coac-

ing,signatue talk and i program,
"7 Time Management Bt Pricies of
Highly Productve Leaders.” Contac her
ar MeKinnon, Company@eomast et or
plivons Kathryn-MeKinnon.com

IAC Annual Golt
Tournament, August 6

The Independent Insurance
Agentsof  Connect
(WAC) will hold the 26th
team seramblegolf
tournament on August G, i
. Hosted by the IIAC Young
Agents Commicee,

will ke plice on adjoning courss
ac the Blackledge Golf Course in
Hebron, Connecricut. Registration
and the pucing contese begins at
9am. with s 10 3.m.shotgn sar

he tournament

There s a registraton fe of $140,
which includesgreens fee, care,
breakfase, lunch, dinncrand prizes. A<
there are limited openings, payment
must be recived seven days prior to

the event to onfirm the reservations.
Participants can make their ovn
foursome or be matched with one.

The registraion form can be ound ac
the TAC websit, at www.iactorg
Mail registacion form and entry fee,
made payable t IIAC, t0 30 Jordan
Lane, Wethersield, Conn.. 06109.
For information on how to become

3 tourmament  sponsor,  contace
Tracy Hear ac (860) 563-1950 or
theam@iiacorg,
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