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Forward 
May 2020 

In our first edition in early 2000 our primary focus was on senior executives.  

Tools included Blackberries and old standby PDAs. Many managers and most executives had an 
executive assistant.   We dropped the executive assistant section from this publication because when 
they do exist they come in a variety of forms – Administration, chief of staff or project manager. 

How things have changed!  But the challenge of time management has not. 

It is probably better to use the term “Time Prioritization and Productivity”.  After all, we all have the 
same amount of time.  Some people just get a lot more important results accomplished than others. 

About 10 years ago we made major changes with a focus on the sales executive and the sales career 
path. You can find that in in this edition as well 

For this revision we were thinking of the “SME” or Subject Matter Expert.  Usually an individual 
contributor with no direct reports. Except in today’s fast pace organization they are often project 
managers who work across the matrix and silos to coordinate lots of functions to get projects and work 
done.  These people are critical in achieving major change initiatives or strategy implementation.  They 
are key resources in a corporation’s success.    

In this revision you will see a mix of examples .. pick the ones that resonate for you. 

 This revision also come at a time of Covid-19 pandemic and working from 
home for so many. 

Talk about people’s worlds being upside down and so confusing and stressful.  
If your family or you know of any family units who are particularly feeling 
stressed our “Thriving Family Exercise” just might make a difference for them. 
It includes a custom behavior assessment and a suggested kitchen table 
process.  You can download and share with others here. 

In theory if you are working from home you should have extra time: no 
commute, fewer meetings, fewer distractions.  Instead, we see people busier 

than ever with extra stress on getting things done.  

In May 2020 we have no way to accurately predict when things will move to a “New Normal” or what 
that new normal will look like.  Learning from past crises predicts that individuals and organizations take 
advantage of new tools and new ways of thinking to come through stronger and better prepared for 
what will happen. Ideally increasing their change readiness and resilience. To do this you need to be able 
to focus energy and time on the right things.   I think Focus may become a superpower to many.  

 The time prioritization techniques in this book will apply in these crazy times. 

https://ca.balancedworklife.com/wp-content/uploads/2020/05/ThrivingFamilyExercise.pdf
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This Book is intended to be used as part of our Corporate Athlete System. 
https://ca.balancedworklife.com/ 

Reference Material 

• Warm up room articles link
• Workout room lessons and tools Link
• Resources Link

Please use the registration links you were given so that all your privileges will be associated with your 
email address. 

If you were not given a registration link please reach out to me and we can send you appropriate access 
links. 

jdryburgh@balancedworklife.com 

Thanks for reading this far. Now, turn the page and learn how you can realize Success@30 by making 
your calendar your critical asset. 

Good luck! 

https://ca.balancedworklife.com/
https://ca.balancedworklife.com/calendar-asset-warmups/
https://ca.balancedworklife.com/
https://ca.balancedworklife.com/
mailto:jdryburgh@balancedworklife.com
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Success@30 
We all know we have finite money, but are you living 

as if you have infinite time? 
“You can always make more money later.  But you can’t make more time.  Time, like money, must be 

explicitly managed.” 
—Dr. Randy  Pausch 

(1960–2008) 

Introduction 
Dr. Randy Pausch was an American professor of computer science at Carnegie Mellon University (CMU) 
in Pittsburgh, Pennsylvania, and a best-selling author who achieved worldwide fame for his "The Last 
Lecture" speech on September 18, 2007 at Carnegie Mellon. In summer 2007, Pausch conceived the 
lecture after he learned that his previously known pancreatic cancer was terminal. He subsequently gave 
a lecture about time management on November 27, 2007 at the University of Virginia, to an audience of 
over 850 people. Pausch died at the age of 47 on July 25, 2008. 

Randy Pausch knew the true value of time even before his diagnosis. His original lecture on time 
management was presented in October 1998. In it he provided reminders of the big picture to the young 
people who made up the majority of the audience.  

 Do the “ugliest” thing first – everything else will come more easily after that.

 Make time for the important things, not just for critical things; it is all too easy to spend time
fighting fires rather than doing the necessary deep thinking.

 And recognize that the best reason to save time in your work is to increase time with your family.

 How best to prioritize your time? “If I don’t do X, will it matter? And if I have to pick either X or Y,
which one is more important? At the end of my life, which of these things will I be glad I did?”

Time is all we have. And, like Randy, we may find one day we have less than we think. 

But this book isn’t really about time management.  

In a 2001 interview, Getting Things Done author David Allen observed: 

“You can’t manage time, it just is. So “time management” is a mislabeled problem. What you really 
manage is your activity during time and defining outcomes and physical actions is the core process 
required to manage what you do.” It really is about time prioritization! 

Now, more than ever before, prioritizing our time is critical. We have way more things to balance during 
our day than just work. Whatever your situation is Success@ 30 is about planning the outcomes and 

managing the activities needed to get your operational job done in less than  30 hours a week so

that you can plan and manage the activities required to do the “important” or “strategic” parts of your 
job in the time that’s left over, and get to that very desirable work life balance. 
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What’s “important”? What’s “strategic”? Those are the parts of your job that, done well (or sometimes, 
at all) get you noticed,  get you that next big project to manage, get you promoted, get you the big deals 
this quarter. They are also the parts that, not done, will get you fired. 

A True Story 
Paul had just received a promotion. This was the fourth time in seven years 
that he had been given a chance to prove himself. Paul could feel the 
momentum that was taking him to his goal – President of one of the 
corporate spin offs. All he had to do was once again reorganize his life to put 
an extra 10-20 hours into the new job until he got it under control. 

Paul believed the company culture gave him a great advantage if he could 
demonstrate that he could quickly master details about the new 
organization and verbalize business issues better than the incumbent staff.  
His confidence came from knowing everything about his responsibilities.  
Inside Paul’s head a little voice said, “I’ll just bear down and work 80 hours 
plus a week for a while.” He knew his family would support him through this 
great opportunity even though he had promised them more time when he 
finished getting the last position under control. 

Does this scenario seem at all familiar to you? Maybe not the exact details but the central theme?  
There seems to be in most of us a belief system that says that we must work extra-long hours to get a 
new job or project under control. The problem is that often this becomes a way of life and we never 
really feel we can let up.  

If this sounds like you, you need to seriously consider getting control of your calendar.  You need to 
calendar the activities that support mission critical metrics first and squeeze down operational tasks to 
fit in whatever time is left.  

Most of us are doing the reverse, which is responding to operational needs and when faced with 
deadline on a strategic project get frustrated with not having enough time.   

If you are thinking Success@30 you will focus on: 

As an Executive As a Subject Matter Expert 

• Organizational design • Clear accountabilities

• Matching team members to their positions • Scope Clarity and Focus

• Clarifying and delegating accountability • Matrix and peer delegation and alignment

• Recruiting key new subordinates • Networking & Internal communications

• Enhancing management & measurement
systems

• Personal productivity

• Communicating your clear vision for success
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One of the keys to this is to think results versus effort.  Do not be seduced by the thought you will be 
rewarded for working hard and long hours. With each new and more challenging position results are the 
determinants of success. 

No one wanting position success, or a successful career expects to work only 30 hours a week, so what 
do you do with the extra time? Consider financial planning where common advice is to pay yourself first. 
I.e. put your savings away first and learn to live on what’s left over. This analogy also holds in this
context. Get the core roles done in 30 hours a week and then use your energy to add value to the
organization and prepare yourself for bigger and better responsibilities or positions by:

• Investing in the organization as a whole and positioning your functions
• Building networks internal and external
• Personal development
• Investing in your diet, exercise, and health (you need more energy, not less, in more senior

roles)
• Investing in your most meaningful relationships

On a personal level, you can optimize your chance for success by: 

• Only doing activities that match your own exceptional talents (double productivity and
increased personal job satisfaction)

• Keeping flexible time to maintain perspective and an open mind
• Focus on confidence generation in yourself and others

Fortunately, there are tools, habits and techniques.  Not everyone can think this way, but if you can it is 
possible for you to achieve all your corporate potential while you enhance your relationships and quality 
of life.   
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Why Key Accountabilities are Important 
Job success and personal success and satisfaction hinge on your 
accountabilities being clear to you, your supervisor, your 
teammates, your team, and your organization. 

Usually an organization starts its Fiscal year with a set of goals.  
Some are given to you but often you will be asked to select your 
goals and confirm them with your supervisor.  These goals are what 
you are paid to do! 

Here is a good way to set good goals:  

1. Start with writing down why the organization needs your
position?  Consider all the stakeholders:

• Your Organization and Supervisor
• Your teammates that count on you
• Your partner organizations you interface with
• The end customers of the organization
• The public that is impacted by your organization’s products

service
2. Then write down the accountabilities you must deliver for success in your position. What will

you do over the year to be successful?  Sometimes you share these accountabilities with others
but try to be specific about what you will be held accountable for.  Maybe rewrite your
accountabilities to reflect where you provide unique value.  Try to identify the top 3-5
accountabilities that will need >70% of your work activities.

3. Then for each accountability identify the mission critical
metric that measures the success for that accountability.
This can be challenging step.  Recall the SMART goal
acronym:  Specific, Measurable, Attainable, Relevant, and
Time-based.  A goal without a measurement is a slogan.
Here we mean a measurable measurement. Do not drop
the right goal just because you cannot measure it easily.
Work with peers and your manager to find a way to
measure the right thing. Next you want to be able to make course corrections as the year
unfolds so consider how often you will get a report of how you are tracking on the success
metrics for each accountability. Another good test is to imagine yourself as a “freelancer” with a
contract to fulfill the roles you have. What would your “client” value?  How would they know
you were worth the fees you are charging?
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4. The final area to consider is Decision Rights.

Consider these questions: 

• What business decisions need to be made both to drive
the business and to drive alignment and strategy?
Who is involved in making them? Define the framework for
how they will be made through operating processes and
support tools.
• What rights do you need to be successful?
If you are a Subject Matter Expert (SME) your list is likely

short, while a middle manager might need significant authority.  High performing agile 
organizations push decision rights down the organization; however, sometimes you need to ask.  

Once you have it all on one page, review it with a trusted advisor or peer; then review it with your 
supervisor. Don’t just look for agreement —mine for confusion or misunderstanding—high performance 
teams “mine” for conflict, it is what makes them great! You cannot be successful all by yourself and if 
your team fails, it is unlikely to be thought a success, regardless of your accomplishments.  Get 
Alignment! 

It is beneficial to put your whole story on one chart. Force yourself to net the areas down.  It is so 
tempting to put a whole deck together but that makes it difficult for others to grasp the whole story.  
Consider a team of 5 people each looking at 5 summaries.   Can you identify: 

• What roles are missing for team success?
• Where can you help each other .. where are dependencies?
• Where can you cooperate on getting measurements of key success metrics?
• How do you add a new team member?
• How do you cover for someone on leave?

You Have A Key Accountability Template … Now What? 

One of the lessons I remember learning 
from my father was that we judge 
ourselves by our intentions and we judge 
others their behavior. Our behaviors 
demonstrate both our values and our 
commitment to a plan.  This is why, after 
you have made the Key Accountability and 
Goals template, we recommend everyone 
create an Action Plan. The purpose of the 
Action Plan is to describe what are you 
going to do in the next 20 days to support 
and make progress toward your goals.  
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Why 20 days? 

20 days is long enough to make progress and short enough it doesn’t become one of your important and 
not urgent items.  Often it is just the start of more investment to come. However just starting gives you 
confidence and attracts others to your cause.  In your action plan be sure to put people’s names you 
need help from. Make it clear what you need to be successful. Make it simple and easy to get help. 

What About Your Personal and Career Goals? 

It is important to not just look at your business goals for this fiscal year but to look at them in the 
context of both your personal goals and career goals. It doesn’t help anyone if they are in conflict.  It is 
easiest on you if they are also aligned. Remember, this is all about your confidence, teamwork, and 
success.  

Every person is at a different place in their life.   

• You could be 18-25 years old and wondering who am I?  what do I want? what is a good job for
me?

• You could be between 25-40 saying, how do I create a career? what is my calling?
• You could be between 40-55 .. and asking yourself, how can I achieve my potentials?
• Or over 55 and asking, how can I thrive, work on my terms, and exit on my terms?

We see careers now as a series of 2-5 assignments chained together: ideally in a thoughtful order. 

We recommend you add at least one personal 
goal to your annual set. Most organizations and 
leaders will support this and help you achieve this 
goal in parallel with mission critical work.  But, 
even if you are not supported, do it anyway. It is 
your life and career and you need to take 
responsibility for it. 

• Can you see your journey?
• Where are you now?
• What might or could be going to happen next?
• Do you want to accelerate your journey and
capture the opportunity?

We see every career step of 2-3 years divided into Five Steps that require unique focus 

1. Onboarding — just starting a position and need fast time to proficiency
2. Impact — becoming great in the position
3. Advancement — getting a reputation, setting yourself up for expanded role or the next

assignment
4. Off Boarding — make sure when you add responsibility the last position thrives
5. Transition — be thoughtful about your next set of responsibilities
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Your next assignment could be an expanded SME role or a move to an entirely different role. 

If management and leadership advancement is your goal, we include additional insights on pages 20-22. 

Your choices for career or personal goals depend on where you are in the cycle and what you personally 
value and want. 

In all this planning, do not forget “WorkLife Balance.”  
This may be way more important than career 
advancement to you at this time. Maybe you want a 
way to do both; advance your career and have 
balance at home.  We talked about that at the start 
of the book. Whatever it is, include this as a goal and 
set a measurement that is meaningful for you.  We all 
see and feel differently, and your definition of 
balance may not look like anyone else’s. 

The most important success criteria for you is that you have clarity on your goals 

• 3-5 mission critical role goals
• 1-2 career goals
• 1-2 Personal/Work life balance goals

You cannot optimize your journey if you do not know how to measure your progress. 
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Our greatest weariness comes from work not done 
Let’s start with defining the problem. Almost everyone feels he or she has too much to handle and not 
enough time to get it done. As we enhance our quality of life and work, we are adding to our stress 
levels by taking on (or being given) more work than we have the resources to handle. 

Work, by the way, is anything you want or need to be different than it currently is. That means mowing 
the grass or buying a new car qualifies as work just as much making a sales call or creating a project 
plan.  It all needs to be done and most of us are frustrated about how to make things on home front 
happen as well as the office. 

In addition, the nature of work in our jobs is much more complex than it used to be. Over the past 50 
years work has gone from self-evident assembly line, manufacturing and distribution activities that had 
a start and a finish, to work that has few boundaries and projects that go on for years where the idea of 
a defined end just isn’t realistic. Our organizational silos are disintegrating into cross-functional matrices 
requiring endless communication and cooperation with people from every functional area in the 
organization. Many of us are now working from home which just adds to the complexity! Then we add 
to this the constant churn of the organizations themselves: new strategies, new products, new people, 
new owner shareholders, new reporting structures, new technologies, etc. etc. all of which results in 
new processes, new roles and new responsibilities ... in other words, never ending changes to our jobs. 

This brings to mind a quote from Eric Hoffer (1902-1983) an American social writer: 

“We can never really be prepared for that which is wholly new. We have to adjust ourselves, and 
every radical adjustment is a crisis in self-esteem:  we undergo a test, we have to prove ourselves. It 
needs inordinate self-confidence to face drastic change without inner trembling.” 

What exacerbates this scenario is the fact that we aren’t well equipped to deal with this situation. 
Neither our education, nor traditional time-management techniques, nor the vast array of software and 
hardware available has given us the means by which we can meet the new demands being made on our 
time. 

What we need is a new way of thinking and working to help us get on top of our world and truly live a 
balanced work life.  
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Is There a Business Benefit in Focusing on Work Life Balance? 
According to the few work-life studies that have been done, the answer is a resounding YES! Work-
family programs help workers deal with stress and also help the company since users of the programs 
are the most committed employees.  
For example: 
At DuPont: 

Employees who report: 
 Feeling more supported
 Feeling more committed
 Feeling less burned out

 Are less likely to seriously consider leaving DuPont for: 

 Greater flexibility
 Better career opportunities
 Less pressure
 More time with family

At IBM: 
 41% of highest performers worldwide (top 10%) rank work-life balance as the 1st or 2nd

reason for staying or leaving IBM
 In the US, work-life balance tied with compensation as #1 retention factor
 Among high performers (top 10%), it is ranked #2
 Lack of flexibility and workload are primary barriers to work-life balance

At Deloitte & Touche: 
 Lack of women in pipeline – implemented work-life initiatives and Flexible Work

Arrangements
 Increased retention of key talent – turnover dropped from 21% to 17%, lowest in industry
 Annual savings of $20M in turnover costs due to FWAs alone
 Enhanced ability to recruit experienced hires
 Increased numbers of women in leadership positions – from 5.5% to 13%
 National recognition as employer of choice – On Fortune’s and Working Mother’s List of the

“100 Best Companies to Work For”.
At First Tennessee Bank: 

 Employee retention was significantly better (93% vs. 81%) among work-family program
users

 Employee retention was 50% higher with a “supportive manager”
 Demonstrated employee-customer-profit chain: direct link traced from addressing work-life

issues to employee satisfaction to employee retention to customer retention to profits
 Employee satisfaction – 7% increase in customer retention - $106M profit gain in two years
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A further study by WFD Consulting found that managers play a critical role in these results. 
 Managers influence how employees feel about the company and how hard they are willing to

work
 Supportive managers get business results

• Less difficulty producing business results
• More responsive to customers
• Higher quality work
• Greater willingness to go above and beyond core requirements for the job

That’s all very interesting, you may be saying, but what does it mean? What it means is that work-life 
balance isn’t some soft excuse for shorter workdays and less accountability. Organizations gain when 
higher employee morale filters down to higher customer satisfaction. Management gains through higher 
retention and higher morale. And you gain through lower stress levels. 

But you can’t place all the responsibility for balance onto the organization. You have a serious role to 
play. And that’s where Success@30 comes in to play. 
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Let’s Get Personal 
Take out a pencil or pen and answer these five questions: 

1. What time do you usually start work? (emails, calls, meetings)
2. On average, how many hours do you work per week?
3. How many times per month do you work, calendar or email,

on a Saturday or Sunday?
4. Have these numbers changed over the last 5 years from job to

job?
5. Are you happy with these numbers?

Now think about giving yourself a break.  Imagine you are basking in the brilliant tropical sunshine on a 
white sand beach. You hear the surf breaking on the rocks, a flock of pelicans are drifting on the 
thermals. It’s noon … 

• Do you check email … call the office to check in?
• Do you remind your team of the deadlines on the tasks you

delegated?
• Can you go 24 hours without checking your phone/email?

Now reflect on these points: 
1. Your delegation is ineffective if you need to continually checkup.
2. Great leaders have trusted teams appointed with authority.
3. Entrusting others is critical to good delegation.
4. Your vacation is their test.
5. Have you embraced a culture that rewards 24/7 connection?
6. Are you focused on doing the work or getting the work done?
7. Have you lost the distinction between success as RESULTS vs.

success as EFFORT?

Why did we ask you to do this exercise? 
The purpose of these questions and reflections is to help you stand back and look at exactly why you are 
feeling over-worked, needing to be on 24/7, feeling that you can’t trust others to look after projects 
you’ve assigned.  

What habits have you developed, intentionally or otherwise, that are holding you back. What habits 
could you adopt that would improve your approach to your job? 

We all have the same amount of time each day. The activities we choose to do or are focused on affect 
our productivity because some activities are just more productive — produce more impactful results 
than others.  Sometimes you have a choice and sometimes not but being aware helps you pick how you 
will go about accomplishing your objectives.   
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What you don’t want is the job approach of: 

 Show up

 Stuff happens

 React well

 People that do this say they’re driven by the system. That no one can do “this” but me.  

They have no time for planning. Their calendars are completely full of meetings. 

They are too busy fighting fires (many of which, if they didn’t start them, they knew they were 
smoldering). They are too busy reading the 200-400 emails they get daily. They are too busy! 

We want to give you the processes you need to: 

 Get your “operational” job done in twenty to thirty hours per week by

• Focusing first on activities Strategic to your mission critical metrics

• Building or coordinating a Team to sustain your momentum and success

• Having time allocated to react to new challenges and change

• Being perceived to be successful and capable

• Keeping perspective

 Make sure your “strategic” stuff happens by

• Not letting the day-to-day consume you

• Knowing the difference between your operational & strategic stuff

• Mark Twain said if you have to eat three live frogs in a day start with the biggest one.

 Set up your future success

 Have the balanced life you dream about

The next step is to get clarity on your activities – where you spend your time, is it Strategic or just Stuff? 
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We invest our time in “activities …. “What are my strategic activities?” 
First, think of strategic activities as investments into a future desired result.  
Early we talked about the need to get clear on Key accountabilities (what you do/your roles) and the 
mission critical metrics of success for these accountabilities  
You can also have Personal career or development goals and personal or work life balance goals. 
Let us build an activity map for you. What are your strategic and operational activities? Your 
circumstances are unique so your list may be unique and related to your job or position or your unique 
talents.   

What is Strategic?  Think, achieving mission critical metrics 
Strategic is the art of: 

• Making the future occur more quickly
• With the fewest possible resources
• The highest impact

Strategic is 
• Getting to the things that are important, need to be done first even when not apparently

“urgent.”
• In a sequence that builds on itself
• Not the noise, but what is causing the noise
• Increased relevance & impact Vs just role execution

Strategic Vs Operational 
• Looking out a year
• Impacting Mission critical metrics linked to your key accountabilities
• Networking the key connections needed next year
• Providing buffer to react – for both good and bad

Operational & Stuff 
• Weekly check-ins, project updates
• Networking with friends & associates that got you here
• Reacting to the crisis or opportunities that occur
• Doing assignments from peers or the matrix
• Anything optional .. not focused on your Key accountabilities

Your Calendar  
We would like you to look at your calendar for the past two months and for next month and find the key 
activities from each month that fall under the categories of Strategic, Operational or Other. 
Now, list the key activities from the past two months and next month that fall under the categories of 
Strategic, Operational, and Other in the table below. 
This will become your list based on your Mission Critical Metrics (Goals) and personal and career goals. 
Be sure to add things you were doing that did not appear on your calendar.  Like doing emails at 9:30pm 
after kids are asleep.   
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The goal is to capture where you actually invested your time. 
What is strategic to you?  

• Look at your Mission critical Metrics for your key accountabilities or goals.
• What activities are directly positively impacting one of these metrics?
• Include any activities that impact work life balance goals or career development goals.

Strategic Operational Other 
Activities Hours Activities Hours Activities Hours 
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Example that a First Line Manager of SMEs might create 

Strategic Operational Other 
Activities Hours Activities Hours Activities Hours 

Assign subordinate goals Develop operational plans TED talks 

Delegate clearly Managing contractors All hands call 

Coach and develop 
subordinates  

Budget management Networking with past 
network 

Personal SME projects Taking Leadership training Email 

Networking Future 
focused  

Career Planning – self and 
team 

Industry research / 
Reading 

Recruiting new people Update personnel systems Recognition 

Stakeholder meetings & 
evangelizing 

Program and Project 
management 

LinkedIn brand 
management  

Driving culture and 
engagement  

Report results Personal Skill 
development 

Caring for people 1:1 with Superior Create fun 

Develop long term plans Creating PowerPoint decks 

Example for a SME – Subject Matter Expert 

Strategic Operational Other 
Activities Hours Activities Hours Activities Hours 

Key accountabilities 
metrics  

Creating written 
documents  

Skill development 

Delegate across the 
matrix & silos 

Creating presentations TED talks/ Video 

Identifying role model 
references  

Creating Power point 
decks 

All hands calls 

Stakeholder 
communications delivery 

Analyze numbers and 
financial statements 

Networking with past 
network 

Networking Future 
focused  

Customer satisfaction 
issue resolution  

Industry research / 
Reading  

Brand -LinkedIn 
promotion  

1:1 with Superior Email 

Industry research Fire drills 

Internal Product and skill 
development  

Market research 

Professional & personal 
development 

Project management 

Time prioritization Report results 
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Which column has the most activities? If you are like most people, it will be Operational and Other.  

Strategic  Operational Other 
1. How many hours are in each category?

2. What percentage of your time is:
Operational % 
Strategic % 
Other stuff % 

3. Why are you spending it that way?

4. What can you learn from comparing last month to next month?

5. Where should you be spending your time?

6. How will you shift your orientation?

7. What obstacles are you facing and need to overcome?

8. How will you overcome them?



20 ©2020 JRD & Associates Ltd.  All rights reserved. 

Is one of your goals to be a Manager or a higher-level leader? 

People who aspire to achieve a management position or higher levels of leadership have special 
challenges with time prioritization.  You need to actually stop doing some things and focus on other 
things. This may be true for people who take on expanded responsibilities as well, but it is for sure true 
with a change to manager or higher-level leader. Your definition of what is strategic changes. This 
section has ideas for these people.  

First let’s look at the difference between a worker and a leader (that finds a way to the next level). 

WORKER LEADER 
Has a short-range perspective Has a long-range perspective 
Plans how and when Asks what and why 
Eyes the bottom line Eyes the horizon 
Imitates others Originates 
Accepts the status quo Challenges the status quo 
Does things correctly Does the correct thing 
Seeks continuity Seeks change 
Focuses on goals for improvement Focuses on goals of innovation 
Power is based on position or authority Power is based on personal influence 
Demonstrates skill in technical competence Demonstrates skill in selling the vision 
Demonstrates skill in administration Demonstrates skill in dealing with ambiguity 
Demonstrates skill in supervision Demonstrates skill in persuasion 
Plans tactics Plans strategy 
Sets standard operating procedures Sets policy 
Relies on analytical decision-making style Relies on intuitive decision-making style 
Is risk cautious Takes the necessary risks 
Mostly uses an informational base of data 
and facts 

Uses an information base, including “gut” 
feelings 

Builds success through maintenance of 
quality 

Builds success through teammate 
commitment 

Does not want to experience anarchy Does not want to experience inertia 

Plans, budgets, and designs detail steps Develops the vision and the strategies to 
achieve it 

Sets standards of performance Sets standards of excellence 

Develops the detailed plan to achieve results Develops the future direction by gathering 
future trends 

Management is not the best move for everyone.  But, if that is what you want for yourself, to move up 
the management hierarchy, then the following page is for you. 
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Our experience working with leaders closely follows the work of Zenger & Folkman who in their book 
“The Extraordinary Leader” determined that great leaders are ones with 5 or more key talents that they 
focus on using and developing. It is interesting that there is specific set of talents in a great a leader.  
They simply need to focus their talents on: 

• Leading change 
• Organizational Results 
• Building relationships (Interpersonal skills) 

A practical way to apply this to your personal Success@30 plan comes from the work of Charan, Drotter 
and Noel who in their book “The Leadership Pipeline” point out that as we move up in an organization 
we go through a series of steps where we need to change what we value, where we focus our time and 
what skills we acquire.  
 
 
 
 
 
 

 
 
 
 
 
 
 

Let’s take a simple example. When you are an individual contributor (Manage self-e.g. salesperson or 
SME) you need to value what you do and what you accomplish.  

When you move up to a management position you must place more value on what your subordinates do 
(sales and their productivity) than what you “do” as it relates to selling. Or, as an SME, you need to 
mentor and develop the person who will replace you; encouraging them to take over your role.  

We have all seen cases where a great salesperson fails at sales management because they never stop 
focusing on doing their old job. After all they are better at selling than their subordinates, which is why 
they got the job! 
When a large group of folks hold essentially the same position and career path you can see common 
Strategic activities needed for success. When one compares management positions you can see where 
the shift in priorities happens as people advance through an organizational hierarchy.   

A major challenge we see is what we call working below their pay grade. This is where someone is 
promoted, and they continue to do the activities appropriate to their old level. This has a major impact 
on people development and organizational productivity. 

On the next page is a Sales career path as an example and how strategic activities vary as sales positions 
rise. Have you seen examples of what we described? Is it happening in your organization.? If so why?   
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Sales Executive 
Manages Self 

Sales Manager 
Manages several Sales 

Executives 

Sales Director or VP 
Manages Sales Managers 

and coordinates local 
resources 

Function Head   
Directs several Sales VPs 

and matrix support 
groups 

Account Planning 1-2-
year view 

Ensure Account Planning 
processes followed  

Check annually on key 
accounts- selective 
Executive calls to set up 
quarterly deals ahead  

Design organizational 
changes that drive top 
line revenues and 
productivity 

Team building with key 
support people 

Coaching & developing 
subordinates 

Coach and develop sales 
managers 

Enhance the capability of 
the management team 

 Organize exciting and skill 
enhancing sales meetings 

Identify and ensure 
investment in top 
performers 

Drive management 
systems and information 
flow 

 Performance 
improvement plans 

Drive geographic wide 
processes to ensure 
performance 
management 

Monitor key Group 
processes to ensure 
compliance and 
effectiveness 

Investment in personal 
sales, industry and 
product skills 

Invest in personal 
management skills  

Ensure effective 
delegating and completed 
staff work 

 

Identifying potential and 
filling pipeline 

Review pipeline long and 
short and ensure target 
coverage  

Evaluate and implement 
local investment 
opportunities 

Design and implement 
organizational 
investments  

 Recruiting of sales reps Recruiting of senior sales 
skills and managers  

Recruiting of senior 
executives 

Investment in senior C 
level relationships 

Investment in senior C 
level relationships 

Invest in external senior 
level relationships 

Invest in selected 
external relationships 

Investment in 
relationships with 
internal people key to bid 
approvals 

Investment in 
relationships with 
internal people key to   
bid approvals 

Invest in the broad matrix 
of support key to 
geographic success 
Includes external 
partners  

Invest in internal 
relationships key to 
Group success 

 
Quota management to 
optimize results and 
mitigate risk 

Manage the forecast 
processes 

Drive Culture changes 
needed  

  Manage expectations up 
in the organization 

Manage expectations up 
in the organization 

 Invest in industry groups 
and take leadership roles Invest in community Invest in community and 

image 
Turn Customer 
satisfaction issues into 
sales opportunity  

 Monitor rolling customer 
satisfaction issues 

Direct customer 
satisfaction work to 
strategic use  

Leverage executive visits 
and tours 

Ensure consistent 
management of executive 
visits  

 HQ visits coordination / 
region image  
 

 

   
Communicate break 
through Goals  EG double 
rev / year / year  

Set aggressive goals 
communicate widely  

  Implement techniques for 
intelligent expenses 

Optimize resources and 
investments  
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3 Rules for Success@30 

Rule #1 - Make Your Calendar Your Asset  

A Different Approach to Your Calendar 
How might you implement a different approach to time 
prioritization?  
 Set personal targets 

• % Strategic time 
• % White space 
• % nights out of town if you travel 

 Just because someone sends you a calendar entry you don’t have to accept it! 
 Every week:  

• Use Thursday afternoon from 12 - 2 pm to plan the next two weeks 
• Block Fridays – no optional meetings, no interruptions 
• Evolve to Friday being a strategic day 
• Look at every meeting on your calendar and decide if you must attend 
• Eliminate any calendar entry that doesn’t further your goals 
• Review next two week’s calendar and add/change/delete as needed 
• Be able to end the week and be “present” at home 

 Pick Color codes for your calendar 
• Operational or other  
• Strategic and important 
• Strategic and Urgent  

 Prioritize 
• Urgent and strategic (Important): Needs immediate attention and aligns with priorities. 
• Important but Not Urgent: No sense of immediacy but must be done. 
• Urgent but Not Important: Not tied to priorities; involves others’ urgencies. 
• Neither Important nor Urgent: Time wasters 

 Scheduling Tips 
• Overestimate how long tasks will take.. add “white space” 
• Avoid over-booking to allow for interruptions and unexpected urgencies 
• Schedule travel time 
• Schedule time in between meetings and at the end of the day to think/reflect/make 

notes about what just happened 
• Utilize tools like Evernote to keep track of “to do’s” and delegated items 
• Make sure important tasks get done first 
• Break large tasks down into pieces 
• Schedule long term and short term 

You get what you measure! 
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• Build in “do” time and breaks 
• Remember: Not all days will go according to plan! 
• If you are working from home, be sure to build in exercise breaks, family breaks, meals 

etc.  
 

Rule #2: Give It Someone Else 

Think Delegation.. ask for Help  
(Take the Delegation Self-Assessment LINK and review the Warm Up Room articles if this skill is new to 
you) 
Effective Delegation is one of the most important skills you can have. Even if you are an individual 
contributor at work, you will be called on to delegate when you head up a project or even when you hire 
someone to do a job around your house. 
Are you a master delegator? Your delegating skills may need improvement if: 
 You are regularly putting in extra hours on tasks “only you can do.” 
 You second guess your teammate’s or subordinate’s decisions and rework their assigned tasks. 
 You intervene in projects assigned to others. 
 Morale is low and turnover is high. 
 Your inbox is always filled to capacity. 

Guidelines for Delegating 
 Be clear about what you want done, when it should be done, and the expected results. 
 Delegate both tedious and interesting tasks. 
 Be prepared to do some coaching if needed. 
 Monitor progress (schedule dates) and provide feedback. 
 Keep lines of communication open, to be available as a resource. 
 Build a shared sense of responsibility among the team. 
 Focus on RESULTS, not on how tasks should be accomplished. 
 Develop trust in less-skilled staff by providing structured assignments. 
 Develop strong performers by assigning projects with high visibility. 

Delegation of work that has clearly set expectations for completion and specific progress checkpoints 
will lead to success.  
For every goal (business or personal) write down the following: 
 What result do I want? 
 By what deadline? 
 What obstacles are making this goal difficult to achieve? 
 What is my strategy to eliminate or diminish each obstacle? 

Now think about what’s involved with implementing the strategies. Who, besides you, could do this 
work?  For each strategy, answer these two questions: 
 To whom can I delegate the implementation of the strategy? 

 Try to ensure that the work to be done matches the strengths and skills of the person 
you are delegating to. 

https://ca.balancedworklife.com/assessments/delegation-self-assessment/
https://ca.balancedworklife.com/delegation-warm-ups/
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 What milestone dates and results would show me that progress was being made? 
 

Think Workload Triage 
You are facing a merciless toll of demands: Meetings, interruptions, deadlines, computer problems, 
staffing issues, information overload, travel schedules, unrelenting emails, exhausting telephone tag. 

Acknowledge you can’t get it all done. Accept the fact that some things won’t get done at all. 

You need to implement a system of triage. What is it? Typically thought of in terms of acutely ill patients 
in a medical environment, in business it is a system used to allocate a scarce commodity, such as your 
time, only to those people or activities capable of deriving the greatest benefit from it. 

 Design your own version of workload Triage 
• Categorize your tasks by priority – Think strategic or importance first, then urgency. (for 

more on this, see page 23) 
• Always do the next most important thing next. 
• Practice intentional neglect. 

Then consider: 
 What additional responsibility could you delegate? 
 How could you organize others around your objectives? 
 What three things could you have other people do each month that would off-load standard 

operational tasks from you? 
 Where might you use your own money to support your effectiveness? 

• Virtual Personal Assistant? 
• Driver or ride share? 
• Family resources e.g. Meal delivery service? (i.e. Blue Apron) 
• Gardeners, home cleaning services 
• Business class upgrades 
• Converting a room in the house as your office if you are working from home and need 

the privacy 
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Rule #3: Stop Wasting Time!  

Think Email, Interruptions, Procrastination 
Hear me Now, Believe me Later... 

 Being successful doesn't make you manage your time well.  
 Managing your time well makes you successful.  

The Problem is Severe 
By some estimates, people waste about 2 hours per day.  Signs of time wasting:  
 Messy desk and cluttered (or no) files  
 Can't find things  
 Missed appointments, need to reschedule them  
 Late and/or unprepared for meetings  
 Volunteer to do things other people should do  
 Tired/unable to concentrate 
 Web surfing 
 Checking email more than 4 times a day 
 Attending low impact meetings 
 Welcoming interruptions 
 Procrastination 
 Computer games 

Why, when we’re so overloaded, do we waste time? Because we’re looking for an escape. 
 We are: 

• Stressed out 
• Overworked 
• Overwhelmed 
• Exhausted 
• Disorganized, and/or 
• Unfocused 

 
Time wasters = ESCAPE 

 
 

Focus on being productive instead of busy. 
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You’ve Got Email and when they overload we use texts as well 
Remember when "You've got mail" alerts were thrilling?  

The emails that now pour into office inboxes and spill onto your smart phone have left us feeling so 
bogged down with online messages that we can find little time to do anything else.  

The average worker receives 100s emails a day. And, according to McKinsey, high-skill knowledge 
workers spend 28% of their workweek managing e-mail. The average worker checks their email 36 times 
an hour and takes 16 minutes to refocus after handling a new email.   

It's an unfortunate irony that a system once lauded for its promises of efficiency has filled days at the 
office with wasted, fragmented time. Basex found that email and other interruptions decrease U.S. 
productivity at a cost of more than $650 billion per year for billions of lost man hours.  

Most managers and companies have failed to realize how these numbers add up to impact their bottom 
line. It's not just a case of too much e-mail, too many interruptions, too many projects, and too much 
content. It's all these things clashing -- sometimes like an orchestra without a conductor. 

Constant access to information, communication and technology has becomes such a big issue, experts 
say, that its implications go beyond a lack of productivity and focus at work. Email and information 
overload also eats into the quality of work relationships as well as those at home.  

But office culture has developed to reward immediacy over focus, so that attending to what's new at 
any given moment takes precedence over long-term goals. The result? A series of interruptions, such as 
email, that get in the way of the big-picture goals.  

Should you be joining Emailer’s Anonymous? 
Email and the myriad other ways of connecting with anyone anywhere, are both a blessing and a curse. 

 The upside: They bring the world to you. 

 The downside: They bring the noisy, unfiltered, unfocused, and undesired world to you!  

You need to get disciplined about closing your virtual door 

How to do less 

Is an obsession with email taking a toll on your productivity and all-around sanity? 

 Admit that email is managing you, if you:  

• Check email on your smart phone or your computer every few minutes. 

• Check email to avoid doing other work? 

• Look up at the clock to discover you've been reading and writing emails for the past 
hour and none of them have anything to do with the work you need to get done today? 

 If you came close to saying yes to any of these, then: 

• Commit to keeping your inbox empty. 

• Establish regular times to review email.  

http://www.mckinsey.com/insights/high_tech_telecoms_internet/the_social_economy
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• Deal immediately with any email that can be handled in two minutes or less but create a 
file for emails that will take longer. 

• Do not check email more than three or four times a day.  
Yes, they shouldn’t send so much, and they should be clearer, and do a better job of labeling and 
organizing whatever they send out. But they won’t until or unless you tell them what to send to you 
and act as a role model in your own emails. So, until then, the clutter you receive is only going to get 
worse, and it’s time to deal with it. 

The first step in eliminating most of the noise coming at you is admitting that you own part of the 
problem. If you are like most people, you don’t know how to quickly skim through and edit massive 
amounts of information before getting drawn into the details of each message. The key to 
continuously eliminating three-quarters of what comes at you is accepting that you have to change 
how you skim through information. And, that means all the messages from your company, 
teammates, and buddies too. 

Scanning Simplified… 

Here is a stopgap solution to get you started. 

If BOTH the Subject and the Sender fail to create this reaction: 
I have to read or at least scan this today.… 

DO NOT open or scan the message. Hit Delete immediately. 

We all read messages because we know the sender — email has been called the killer app because it 
so easily connects us to others. And we continuously open one email because it’s from a buddy and 
the next because it relates to our work. Unfortunately, most of our bouncing is unfocused and 
undisciplined.  

Get proactive by making BOTH the Subject and Sender ring your chimes before you consider reading 
on. If only the Subject OR the Sender do it for you, hit Delete. 

This strategy will empty at least 50% of your in-box before you begin truly paying attention. 

Scan the remaining messages for two bits of information: 

 Action you must take 

 Date or deadline for that action, within the next two to three weeks 

If the messages do not contain an action and a short-term date, delete them.  

At this point, your in-box should be at least 75% emptied. 

Now you’re ready to begin paying full attention to whatever’s coming at you. But if you’d like to pay 
attention to even less… 

Scan the remaining messages using the CLEAR1 model. 

 

 
1 The Simplicity Survival Handbook – Bill Jensen 
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The information within the message must provide or be: 

 Connected to your current projects and workload. 

 List next steps. What you should do after reading the email. 

 Expectations. What success looks like. 

 Ability. How you’ll get things done: lists tools and support. 

 Return Your WIIFM: answers “What’s in it for me?” 

If the message does not meet CLEAR criteria, and you have already told the sender that you need these 
five points before you can respond properly to ANY email, hit Delete. Otherwise, reply to the sender 
with the five points. 

I can hear you from here: “Yeah, but”… and “This won’t work because…” and “My situation is unique”: 

Use common sense. 

Of course, there are times where this approach might trash an important email. Of course, on occasion, 
you should make exceptions. 

However, if you are dealing with email overload: DO NOT make exceptions right away. If you do, you’ll 
quickly return to being a slave to all your exceptions. Instead: 

• Use this technique for one month. At the end of the trial, examine how many of those emails 
truly deserved your attention. 

You’ll be surprised at how few exceptions were really necessary! And you can then use those few 
exceptions as part of your revised scanning strategy. 

Email Advice 
 Productivity gurus have created a cottage industry out of email overload. Here's the best of their 
advice:  

 Don't check email in the morning. Experts say you should take care of an important task first 
thing before checking email so that you don't use it as an excuse for postponing more pressing 
obligations.  

 Check it in batches, rather than fluidly throughout the day. Some experts suggest checking it 
twice a day. Others, up to five times. But the important thing is efficiency.  

 Minimize exchanges. Learn to propose, instead of asking questions. Instead of asking what time 
a person can meet for lunch, just jump right in and propose a few times. You can use "if, then" 
language, for example, "If you can't meet at 11, how about 12?"  

 Unsubscribe to lists or newsletters you don't read. Experts say that if you notice you're not 
actively reading a newsletter or other email subscription service, it's time to unsubscribe.  

 Stop sending email. Sending less email means receiving less email and sending shorter emails 
will garner shorter responses. This does not mean that you should bypass standard grammar, 
capitalization and punctuation just that your well-written message can and should be as concise 
as possible.  
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 Take it to zero. In an extreme case, some experts suggest wiping the Inbox completely away, 
and starting fresh. You can always send your contacts an email telling them what you've done, 
and to resend any truly important messages.  

 Set precedents from above. If you're a boss, you might think twice about sending an email late 
at night on a Saturday or other non-work times unless it's truly urgent. Even if you don't intend 
for your employee to respond right away, you are still sending the message that work email is 
not just for work hours, which can contribute to overload.  

 Use other forms of communication. Email has earned a solid place in the office, but in some 
cases it's not the most appropriate form of communication.  
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Interruptions and Distractions 
Interruptions and distractions can be the bane of your productivity. You hit your desk committed to 
getting that project done – whatever it is – and the next thing you know you’ve got unscheduled 
visitors or the phone rings or there’s an email pop-up notification or a few people have gathered 
nearby and are talking loudly and laughing! How are you supposed to get anything done??? 
Before you read any further, turn to page 33 and take the self assessment. Then come back to this 
page. 
Preventing Interruptions 
1. Start by isolating yourself – close the door, put up a sign, or work in a conference room. If possible, 

work remotely.  Working from home can make this better or worse depending on your 
circumstances  

2. Don’t feel obligated to keep an “open door.” Open door does not equal “always available”; it 
means open communication. 

3. Inform others of your work plan and availability. 
4. If you have an assistant, establish guidelines of when 

interruptions are ok. 
5. Change the location of your desk, if possible, if it faces 

office traffic. 
6. Move any materials or files used by others to another 

area, if possible. 
7. Block off time on your calendar to work on priorities. 
What to do with Walk-Ins 
1. When someone asks for your time, suggest a specific 

time later in the day. 
2. If it is urgent (to them), ask how many minutes they need 

and then stick to it. 
3. Stand up; it prevents someone from getting comfortable. 
4. Place items on visitors’ chairs or remove the chairs 

altogether. 
5. Ask direct reports to save up a list of items for discussion 

and deal with them at an appointed time. 
6. If telling stories, ask the person to sum up what they 

need from you. 
7. If asking for help, ask the person what solution they propose. 
Handling Distractions 
1. Use a reminder that you will see: “Is What I’m Doing Right Now Aligned With My Goals?” 
2. Send calls to voice mail when needed. 
3. Turn off the email notification. 
4. Clear your desk of unnecessary items. 
5. If in a cubicle, use headphones, if allowed, to block out noise. 
6. Hang a “Do Not Disturb” sign and/or notify co-workers of when you need to focus. 
7. Avoid unnecessary meetings and attending noncritical office events. 
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Saying No – Even to the Boss 
1. Stick to your plan. 
2. When someone persists, repeat your position in a slightly different way. 
3. Be sure you understand what’s being asked of you before you respond. 
4. Remember, you have the right to say “no.” 
5. Be polite, but firm. 
6. Remind your boss of other projects you have; ask for help prioritizing. 
7. Point out that although you might be able to do everything, it may not be up to usual standards. 
8. Provide suggestions or alternatives to solve the problem or issue. 
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Interruptions Self-Assessment 
Use the following assessment to evaluate the way you handle interruptions and distractions. Place a  
in one of the boxes to the right of each item. Complete the assessment honestly based on how you 
tend to behave now. (No one will see the results unless you choose to share them.) 

DISTRACTION BEHAVIORS 
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When handling interruptions, I...     

      

1. Specify a time to get back to the interrupter.     

      

2. Remove myself from the distracting environment.     

      

3. Notify others when I cannot be disturbed.     

      

4. Block off time to work on priorities.     

      

5. Send calls to voicemail when I must focus.     

      

6. Close out of email or turn off the pop-up box.     

      

7. Avoid unnecessary meetings and events.     
      
When interrupting others, I...     
      

8. Am mindful of their mood and demeanor.     

      

9. Leave a voicemail or note if they look busy.     

      

10. Avoid sitting with them for long periods of time.     

      

11. Keep conversations concise and to the point.     

      

12. Ask if they are available and, if not, when they will be.     

      

13. Am mindful if they ask not to be disturbed.     

      

14. Keep personal conversations to a minimum.     
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Analysis of Your Interruptions Self-Assessment 
The results of this assessment can help identify areas of improvement for handling interruptions and 
distractions more effectively. You may find that you score higher when you prevent interruptions from 
seriously affecting your work than when you interrupt others, or you may score higher on particular 
items in either category. 

For preventing interruptions from negatively affecting your work, if you rated yourself in the “To Some 
Extent” or “Not At All” areas for items 1, 3, 5, or 7, this means that you need to pay particular attention 
to setting expectations with others regarding your availability.  

If you scored low on items 2, 4, or 6, you may need to improve on setting the stage for greater focus on 
what is important. 

Under interrupting others, ratings in the “To Some Extent” or “Not At All” areas for items 8–14 indicate 
a need to be more conscious of your own interrupting behaviors and the impact they have on others’ 
productivity, as well as a need to pay attention to others’ moods and reactions. This will lead to better 
working relationships and more efficiency. 

 

                          

 

 



35 ©2020 JRD & Associates Ltd.  All rights reserved. 

 

Procrastination  
Procrastination is the postponing of activities, often at an excessive level. Procrastination 
results in wasted time, missed opportunities, low performance, and high stress. 

People procrastinate for many reasons, including fear of failure, not knowing where to start, 
allowing distractions that interfere with focus, or avoidance of unpleasant tasks. 

Procrastinators often use several well-known excuses to procrastinate.  These reasons include 
not having enough time or the right workspace or tools to attempt the job.  They build a 
framework of ideal conditions that should be met before work can begin.  The first step in 
stopping procrastination is to confront the elements of this structure and dismantle them. 

One favorite misconception procrastinators entertain about themselves is that they put things 
off until the last minute because they work well under pressure.   If this is really true, create 
pressure for yourself.  Set an arbitrary deadline and 
meet it or suffer the consequences. Under this 
pressure, you are certain to get something 
done.  The point it, set your own deadlines and 
meet them. 

Another favorite form of procrastination is to demand an ideal workplace before starting the 
job.  Promise yourself that you will make the perfect office after you finish your taxes, clear 
away enough clutter to use the desk and get started. 

People often procrastinate by telling themselves that they do not have enough time on this 
particular day to finish the project.  Take this for what it is, an excuse to put things off.  The 
project does not have to be completed in one day, it has to be started.  Most things that can be 
completed in eight hours can also be done in 8 one-hour segments.  It may not be ideal or as 
efficient, but the main tool in fighting procrastination is to learn to stop looking for the ideal.   

Often we postpone a project because we feel that we need more information.  Unless you are a 
complete novice on the issues involved, you can start by outlining what you do know and listing 
what you need to learn.   

Finally, to stop procrastination you must cope with needs for perfection.  Don’t anticipate the 
final product before you begin, a favorite route of procrastinators.  Start with a general idea 
and work to refine it. 

Regardless of the type of project, procrastination is fed by the excuses we make for not taking 
action.  Procrastination is stopped when we begin to argue with these excuses and eliminate 
them. 

  

If it weren’t for the “last 
minute” nothing would get 

done. 



36 ©2020 JRD & Associates Ltd.  All rights reserved. 

 

Strategies for Tasks  
 Complete unpleasant tasks first, early in the day. 
 Break large or complex jobs into smaller more manageable tasks. 
 Determine a time to make a decision and share the deadline with others. 
 Reward yourself for accomplishments. 
 Do something – no matter how small. 

 
Strategies for Environment 
 Close your door and clean up clutter 
 Remove food, magazines, and other distractions from the workspace. 
 Tell your co-workers you are not to be disturbed for the block of time you are working. 
 Put a reminder to focus where you will see it. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

“Procrastination is the thief of time" 
 

 
-- Edward Young, Night Thoughts, 1742 
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Summary 
Let’s review what we’ve been doing. 
We started out with a discussion of the value of time and how you can’t really manage time; 
you can only manage yourself and what you do with it. So, it is self management that's the key 
to making time your ally rather than your enemy. 
 

"Time management is life management.  Everybody manages 
time.  It's not optional. Some people just do it better than 

others." 

We looked at why getting balance in your life is good for you and your organization. 

"The Golden Rule is posited on self love.  You are to love others 
as you love yourself.  Believe that you are just as important as 
anyone on your calendar. Put yourself in your appointment book 

for prime time, not just leftovers." 
 

We considered the Three Rules for Success@30 

1. Making your calendar your asset by looking at where you actually spend your time – how much 
is strategic and how much operational – and refocusing it so that at least 20% is strategic. 

 

“If you consistently concentrate on the parts of your work that 
have the greatest potential instead of paying equal attention to 
everything and everybody, you’ll be much more productive.” 

  
We encouraged you to set aside time to review your calendar weekly and leverage the talents of 
your co-workers to help you accomplish your goals. 

 

"Do not spend time.  Invest it. You spend time in your 
sleep.  Investing time requires conscious thought.” 
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2. We then looked at delegation to free up your time and the art of practicing workload triage and 
prioritizing the strategic to the top. 

 

"The main purpose of saving time is to invest it doing something 
worth doing." 

 

“Nothing is impossible if you can delegate.” 

 

3. Then we asked you to look at where you may be wasting time – email, interruptions and 
procrastination. 

“Someone wasting your time is far worse than someone wasting 
your money, especially if it’s you.” 

 

And, finally, the most important quote: 

"High achievers must constantly guard against focusing so much 
on reaching future goals that they miss the joy of getting 

there." 

 

Ok, now you’re almost done. Turn the page and start completing the action planning form that follows 
this page. Look at all you’ve gleaned from this book and write down how you are going to change your 
behavior over the next few weeks so that you can finally realize Success@30! 
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Planning Action for Success@30 

As a result of reading this book, I commit to: 

1. Engaging in the following three behaviors to decrease my operational time and increase my 
strategic activities: 

 
A. ______________________________________________________________________________ 
 
B. ______________________________________________________________________________ 
 
C. ______________________________________________________________________________ 
 
2. Setting the following deadlines to incorporate these behaviors: 

Behavior Deadline 

  

  

  
 
3. Using the following three tools or techniques to improve my time management: 

A. ______________________________________________________________________________ 
 
B. ______________________________________________________________________________ 
 
C. ______________________________________________________________________________ 
 
4. Setting the following deadlines to incorporate these tools and techniques: 

Tool and Technique Deadline 

  

  

  
 
5. Sharing my action plan for improvement with the following three people: 

A. ______________________________________________________________________________ 
 
B. ______________________________________________________________________________ 
 
C. ______________________________________________________________________________ 
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6. Setting the following deadlines to share my action plan:

Person Deadline 

Everyone, every day has the same 24 hours. 

“Time isn’t the main thing. It’s the only thing.” 

Miles Davis 

“The bad news is time flies. The good news is you’re the pilot.” 

Michael Altshuler 

“You get to decide where your time goes. You can either spend it moving 
forward, or you can spend it putting out fires. You decide. And if you don’t 
decide, others will decide for you.” 

Tony Morgan 

“Efficiency is doing things right; effectiveness is doing the right things.” 

Peter Drucker 
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