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I remember an old college
professor who said, as I was
rushing through the class-
room door, late again, "you
can't manage time, but you
can manage yourself." Those
words still ring true and you
should know how smart time
management can help you.

Tips for Time
Management

Smart time management
is more than just organizing
your desk and making it look
clean everyday. It's knowing
where you are, it's planning
your week, it's task manag-
ing the important stuff first,
and learning how to priori-
tize. While it took me some

time to figure all this out,

that old professor's words

still ring in my head from
time to time and I try and
live by these tips:

1. I'm always firm on what I
intend to do each day and
don't change the tasks I
promised to get done.

2. I have learned that hon-
esty is still the best policy
so if I can't deliver, I let
people know upfront.

3. Finding the best time of
day to devote entirely to
my writing means, I say no
when I have put my sched-
ule on the refrigerator if
someone needs me.

4. If Ifind myself too dug in,

I organize first before I
begin.

5. If the time I spent in the
morning writing was real-
ly effective, I do give
myself a reward by head-
ing up to my Tipi for
lunch.

6. I always use written
schedules and outline my
entire week in advance.

7. 1 never try and write
things, unless I'm highly
paid, that require more
research than I can afford
in my work day.

8.When I'm finished for the
day, I don't leave clutter, I
arrange and organize
everything for the next day.

9. If I find a job too big, I
divide it into different
tasks and pull it altogether
later.

10. Finally, and I know this
sounds like a top ten list,
but when my husband
comes home at night, he's
done for the day and I
respect that so I don't keep
writing, I make him dinner
and spend time with him.
There are other ways I

stay on track managing my

time too. I never do laundry
and work at the same time,
even though we know we all
could because we work and
task at home. I don't volun-
teer for things If I know I

KNOCK

can't keep the commitment;
all of us seem to sometimes
get in this situation so I rec-
ommend not doing it in the
first place.

I also keep my friends and
family very involved with
what my work schedule is
and I never answer the
phone--unless it's the editor
for my local newspaper--he
really might need me!

To use time management
skills effectively, remember,
you can't manage the clock,
but you can manage you! Be
selective, be organized, set
goals, complete those goals
before diving.
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The Culture Audit: Building the
Successtul Company Culture

A company's culture can help
ensure the success of its business
objectives. However, company cul-
ture is about more than having free
Coca Cola in the fridge and allowing
employees to take their dogs to the
office. Culture is how employees
describe where they work, under-
stand the business, and see them-
selves as part of the organization.
Building a strong company culture
will not itself guarantee business
success, but culture is a key deter-
minant in attracting talent--and it is
that talent that carry a company
forward.

Aculture audit" can help assess
the culture that currently exists ina
company. It also offers insights into
the means to strengthen it. This
process is more commonly referred
to as an "employee survey," - it
helps companies learn what raison
d'étre keeps employees at the com-
pany.

An effective corporate culture
audit describes the overall working
environment, identifies the unwrit-
ten "norms" and rules governing
employee interactions and work-
place practices, determines possi-

ble barriers to effective Work prac-
tices and communication, and
makes recommendations for
addressing identified problems. Not
only will it help retain top perform-
ers, it provides a blueprint of what
attributes to look for in applicants.
Sample questions might be:

W Are you being compensated fair-
ly?

M Are your benefits comparable to
those of the company's competi-
tors?

B Does the company value your
work?

M Are you getting the training you
need?

® Does open communication exist
in the company?

M Do you feel challenged?

M Do your values match those of
the company?

You might notice that a culture
audit asks questions typically
asked during an exit interview!
Why wait to ask these important
questions after the company has
already lost its investment in an
employee. Audits uncover potential
friction points as well as sources of
synergy, and generate possibilities
for internal process improvements
within the organization. By uncov-
ering trouble spots in advance, the
audit encourages fun and creative
ways for improving the already-
existing culture.

Such creativity can be as bound-
less. Growth oriented companies
are notorious for coming up with
notably unusual ways to improve
the work environment-off-site
retreats, impromptu recognition
programs, and the creative use of
office space are all examples of
how companies implement cre-
ative ideas to build their culture.
These are just a few of the ideas
often generated from the insights
gleaned in a culture audit.

Trinet.com

Is management for me?

xamine the pros and cons of taking a manage-

ment path in your career.

Are you wondering whether you want to be a
manager, deciding if a management path is right for
your career? Maybe the company has suggested a
supervisory position for you. Maybe someone in
your life is pushing you to "make more out of your
life." Or are you trying to decide whether to get you
Masters degree in your technical specialty or go for
an MBA instead.

Whatever the reason you are considering a man-
agement career, this article will help you decide
whether or not management is for you.

The upside of being a manager

There are many positives to being a manager.
Managers generally are paid more than others in the
company. They appear to have more power. And the
power and pay differences tend to give the position
more status or prestige.

Pay Certainly the top manager in a company, the
Chief Executive Officer (CEOQ) is paid more than any-
one else in the company.

Managers below the CEO are generally paid more
than everyone in their group as well, but not always.
I managed a group of scientists in which the very
top scientists were paid more than |. Smart compa-
nies pay their people based on their value to the
company, not on their title or position, and in that
company, key scientists were more valuable than
their manager.

Power Most people, including most managers,
believe that managers have more power than the

people in their groups. While it's true that managers
commonly have certain functional authority delegat-
ed to them, like setting work schedules for the
group, true power cannot be delegated to you from
above. You are only as powerful as you are capable
of making your group more successful. And while
your ability to lead the group greatly influences it,
your power comes from the willingness of the peo-
ple in your group to grant it to you.

Status/Prestige In our society, people value titles.
A title of Senior Vice President, Worldwide
Marketing sounds much more impressive than
Research Chemist. However, the marketing person
may work for a 3-person company and make
$30,000 per year while the chemist works for a
major oil company, supervises 4 other chemists,
and makes well over $100,000 per year.

Sense of Personal Accomplishment If your goal
is to be CEO of General Motors, you probably
should start now on a management career. If you
want to be President of the United States, a man-
agement track isn't required. Several recent
Presidents have managed nothing but their cam-
paigns. If you want to brag to your mother-in-law
about what a success you are, and power, pres-
tige, and money are important to your definition of
success, management may be they way to go. If
you measure success by friendships and how
soundly you sleep at night, a management career
can give you that, but so can many others.

The Downside of Being a Manager

Nobody likes the boss and it's lonely at the top.

Start planning for
tomorrow before you
quit work today

If you wait until the beginning of your work day to
think about organization, you're already probably fac-
ing disorganization. Get some hints here how you
can be proactive instead of reactive about staying

organized.
Preplanning Next Day's Work

Start your new approach to getting organized by

You're the person who always has to make the deci-
sion, right or wrong, and somebody is always out for
your job. On top of that there are legal liabilities that
non-managers don't have as well as financial restric-
tions.

Lonely At The Top You are not as close to the
employees in your group when you are the boss.
You can't afford to be. A manager needs to be a little
removed from the employees in order to objectively
make the hard decisions.

Many first time supervisors, promoted from with-
in the group to supervise it, are amazed at how
quickly former friends become cold and distant.
Even an experienced manager, brought in from out-
side, finds the employees more aloof than they are
with each other.
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keeping a small legal pad-5" x 7" is a handy size-and
a pen or pencil next to the monitor. Head the top of
the sheet with the next day, in other words, sitting
by my monitor is a pad with the next day, for exam-
ple, "Friday," written at the top. When a task that
needs to be done the next day occurs to you, jot it
down.

The reason for using a pad and pen instead of
some kind of electronic memo keeper is ease of
access. Human behavior dictates that the more trou-
ble to do something is, the less likely it will be done.
Grabbing a pen or pencil to make a note is less trou-
ble than stopping something productive you were
doing in order to open some other program, enter the
task, save it, close it, and get back to work.

Another reason for using a manual method is it is
quite possible you will think of something else that
should be done the next day after the computer is
turned off. When you are ready to quit for the day, go
through the list.

Any tasks that are no longer required cross them
off. Then number the remaining items in priority
order, 1, 2, 3, and so forth.
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