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Y
ou can increase your success and that of your organization 
by developing and refining your time management skills. 
Here are four of the best strategies:

1. Plan an hour per day for “me time.” During this 
time, add a new dimension to your life: Learn a foreign language, 
develop computer skills, or whatever you dream of doing.

One hour a day is 365 hours a year. Since the average college 
course is about 35 classroom hours, that equals 10 college courses 
per year. One hour per day and you become a full-time student! 
By taking one hour of focused study each day, you can become a 
world-class expert in a topic of your choice.

2. Establish a regular reading program. It can be just 15 
minutes a day. With that small investment, the average person 
will read 15 books in a year. 

Also, consider taking a speed reading course. You can double your 
reading rate and comprehension, opening up an enormous chunk 
of time.

3. Create a daily action plan. Include not only the things 
you “have to do” but the things you want to do. Parkinson’s Law 
tells us that a project tends to expand into the time allocated for 
it. If we give ourselves one thing to do during the day, it will take 
us all day. If we give ourselves two things to do, we get them both 
done. If we give ourselves 12 things to do, we may not get 12 done, 
but we may get eight done. 

Having a lot to do in a day creates a healthy sense of pressure on 
us to get focused and get it done. We almost automatically become 
better time managers, less likely to suffer interruptions or waste 
time in meetings. Just take care not to overload yourself beyond 
capacity.

4. Prioritize your list of “things to do.” Some of our tasks 
are “crucial” and some aren’t. We have a tendency to gravitate to 
the “not crucial” items because they’re typically quicker, more 
fun, and easier to do. 

Identify the most important task you need to do and label it as a 
“1,” the second most important task as a “2,” and so on. Then tackle 
your items in order of importance, doing the most crucial items 
first. You may not get everything done, but you’ll accomplish the 
most important things. 

Or, look at your to-do list in another way by asking these questions:

•  What one thing could you eliminate from your organization’s 
to-do list without harming your success strategies or 
compromising your vision? 

enhance your success with these important habits.

Take Back
Your Time

it’s Never too late
Learn more about making the best use of your time 
with these Nonprofit World articles available at 
NonprofitWorld.org/members:

Defeating Delays (Vol. 26, No. 5)

What to Do Next (Vol. 24, No. 1)

Never enough time (Vol. 26, No. 5)

too Much to Do: four Keys to effective Delegating 
(Vol. 26, No. 1)

leAst ProDuctiVe tiMe
According to a USA Today poll, the least productive 
time of the day for employees is:

 8-10 a.m. 10%

 10 a.m.-noon  4%

 Noon- 2 p.m.  19%

 2-4 p.m.  28%

 4-6 p.m.  37%

 Don’t know  2%

If you’re like most people, you’re better off getting 
the important things done in the morning.

•  What project would free up the most resources with the 
smallest negative impact if you took it off your to-do list 
altogether? 

Such questions reveal the essence of what really matters. 

Donald E. Wetmore (Productivity Institute, ctsem@msn.com, 
balancetime.com) is a speaker and leader of time management 
seminars.
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