
 

 

 

 

 

A man walking through 
a forest came across a 
woodcutter who was 
struggling to cut a tree 
trunk. Since he was 
curious to understand 
why it should be so 
punishing to chop up a 
fallen tree, he drew 
closer to the 
woodcutter, watched 
him for a while and then 

said:  

“I may be wrong, but it 
looks like your saw’s not 
sharp enough. How 
about sharpening the 
teeth on the blade?” The 
woodsman continued to 
breathe heavily, 
proceeding in his toils, 
before he snapped: “I 
don’t have time, I’m 
busy sawing” (Canadian 
tale). 

 

 

KNOWING TIME. 

You cannot manage 
time if you do not know 
it.  

To improve your use of 
time you first need to 

know how to use this 
resource and how much 
of it you have. If we 
were to express an 
average lifespan in 
hours it would be 
657,000 hours, but we 
“only” work for 65,000 
hours in our lives. Here 
are some simple 
suggestions that you can 
put into practice 
immediately to improve 
your time management 
at work.  

Meetings, interviews and 

appointments:  

They must be brief, the 
duration should be 
determined beforehand, 
you shouldn’t be put off 
by quick meetings or 
appointments – just tell 
or ask people what time 
you’re due to finish at, 
limit interruptions and 

prepare minutes.  

 

Administrative activities:  

Deal with each 
individual issue once 
only, do this type of 
work in the least 

important times of the 
day. Telephone, post, e-
mail: make a list of 
phone calls you have to 
make, ask a colleague to 
respond on your behalf, 
be concise, answer 

messages immediately.  

 

Individual and 
independent work:  

Make sure you’re not 
interrupted, do these 
activities at times when 
you are freshest. 
Information, studying, 
updates: read 
methodically, do not 
read everything; use 
spare moments for 
reading. 
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The bad news is “time goes by” but the good news is: You are the driver. 

(Michael Althsuler) 

TOP 20 OPERATIONAL RECIPES AND SUGGESTIONS. 

1) Think about and analyse how you use your time by recording your activities for 5 – 7 days. 

2) Prepare a daily list of things you have to do and establish deadlines for all your tasks. 

3) Always take notes systematically and promptly. Don’t trust your memory. 

4) Deal with every document, issue, question once only or once and for all. 

5) Deal with problems immediately and never put off unpleasant tasks. 

6) Use waiting time for short activities, reading or taking notes. 

7) Do the most important work in the hours of the day where you are most productive. 

8) Listen carefully to your interlocutor to immediately understand what they want or what they 
expect from you. 

9) Never engage in a number of important pieces of work at the same time. Do one at a time. 

10) Always make forecasts/estimates of how much time you need for the most important 
activities and use these forecasts. 

11) Learn how to say NO, be selective and do not always think about the priorities of others. 

12) Analyse who or what is eating away at your time, analyse your interruptions. 

13) Every now and again think about how you used your time. 

14) Always divide something that is important from something that is urgent, don’t just focus on 
things that are urgent. 

15) Do things well, very well even, but avoid perfectionism and pedantic fastidiousness. 

16) Don’t allow yourself to be side-tracked by meetings or appointments that begin with “Do you 
have a minute?”. 

17) If people ask to see you, politely respond, “Why?” and “When?”. 

18) If you can’t give someone an answer immediately, let them know when you will be able to. 

19) Stop before you leave for somewhere – you can make up that minute you spend thinking 
things through at a later stage. 

WHEN YOU ARE FACED WITH A BIG PROBLEM, USE THE PUZZLE TECHNIQUE: DEAL WITH THE EASIEST 

BITS FIRST, BUT START THE PROCESS OF FINDING A SOLUTION.

 

 


