How Do You Spend Your Time?
Executives are always overworked.  The demands on your time and attention exceed the availability of both.  Occasional crises impose unexpectedly on your schedule, which means that “putting out fires” takes precedence over carrying out carefully conceived plans.  Managing your time and energy effectively, therefore, is a crucial step toward improving your performance.

But how do you spend your time?  You might have some intuitive sense about the way your day unfolds, but that may be insufficient, especially if you want to move beyond a reactive approach to managing and leading.  To give you a more accurate sense of how you spend your time, take the next several weeks to complete the steps below.

1. Keep a daily diary of the things that you do.  This can be an informal list, just detailed enough to give you an idea of the types of activities that absorb your time.

2. After you have compiled a fairly comprehensive list of your activities, group them into meaningful categories: these might include planning, supervising staff, communication (disseminating information, reporting up the ladder), crisis management, etc.

3. Once you have meaningful categories for how you spend your time, create a spreadsheet that will allow you to keep detailed track of how much time you spend on each category over the span of a week.
4. Use your data to create a pie chart showing how you spend your time.

5. Have this data available for our Strategic Considerations discussion during Class #6.

