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One of the multitudes of lessons I have learned in my life is that no two of us are alike when it comes to the 
‘how’ of getting organized, doing the work, and allocating the necessary time.  We each have our own 
unique twist, tweak, or tone for tackling the task/job/project. Accomplishing our entrepreneurial tasks in a 
reasonable amount of time is what self-management is all about.  We know it’s not easy.  Paying particular 
attention to the word ‘self, you may already have a self-management process that serves you well.  
Congratulations, and you can stop reading now, if you’d like! For the rest of us, me included, I continue to try 
different approaches, suggestions, techniques, in the never-ending quest of finding the best combination for 
me.  Paraphrasing a famous quote, one person’s organization is the next person’s chaos.   
 
There are the same amount of seconds, minutes, and hours in each day.  Our responsibility, in part, is to 
make the most of these precious minutes with a self-management system that works.  Following are some 
suggestions: 
 
Step 1.  Have a system – any system that works for you and use it!!   
Whether it’s your Franklin planner, Outlook calendar, or Blackberry, make sure you have a system for 
organizing your activities.  Entrepreneurs wear a multitude of hats and each requires time.  The hardest part 
in this step is dedicating yourself to the system and sticking to it.  Think of it as a new exercise routine….it’s 
mighty uncomfortable at the beginning, gradually becomes more familiar and within weeks, you can’t 
understand what all the resistance was about! 
 
Step 2.  Schedule “Do Not Disturb” time 
This is my favorite!  To get any system to succeed requires effort – your self-discipline to do it!  Whether it’s 
organizing your incoming emails, voice mails, clearing out your in box, it all take undivided attention.  Make 
a sign to hand on your door to keep the time vampires at bay.  Set a timer and concentrate on the work – 
the time will let you know when it’s time to move on to the next task.  Invite others to support you in your 
self-management workout – tell them in advance when you will be hanging out the “Do Not Disturb” sign – 
and stick to your plan!  
 
Step 3.  Take action 
Divide your tasks by order of importance and note the time it will take to complete each task.  If you can 
complete something in 2 minutes, do it.  If not, file it and put it on your calendar.  A few minutes here and 
there can quickly consume an hour. 
 
Step 4.  Create a project calendar 
This is your opportunity to become very aware of how much time it takes to complete an item on your list.  
Many of us are prone to underestimating the time required, then scratch our head in frustration as to why 
we can’t seem to get on top of things. 
 

If a task takes more than one step, file it as a project.  Divide the project into smaller tasks and plot those on 
your calendar.  As an example, if you want to add a blog to your website, there are several steps: 
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1. Procure a blog server 
2. Designate who is going to update the blog 
3. Run a beta test 
4. Review for problems 
5. Set a launch date 

 

It might be helpful to work backward from the goal date – defining the outcome will start driving the next 
action items. 
 

Step 5.  Make your meetings efficient 
Meetings are the #2 Time waster.  The number 1 time waster is the inability to make a decision – which 
often results in necessitating another meeting.  If you are scheduling the meeting, make the most of it by 
honoring start time and end times, keep the meeting moving.  Open each meeting with a statement of 
expectation – what is to be accomplished in the next __ minutes or hours.  Again, beware of the time 
vampires! 
 

Step 6.  Become your self-efficiency expert 
That is what this is all really about – improving your efficiency.  The more efficient we are, the time we have.  
Here’s my challenge to you:  What are your willing to risk to become more efficient?  If this exercise in self-
management can trim the waste from your schedule, imagine what it could do for your project list!! 
 

Wishing you success in your journey.  
 
### 
 
If you would like additional information on this fascinating subject, please visit my website at 
www.SusanBock.com 
 
Or call me 
714-847-1566  
 
Or send me an email 
Susan@SusanBock.com 
 
A special thank you to my editor who consistently provides me with encouragement, inspiration, and 
opportunity to laugh at myself. 
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