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New Chair Alliance: Some Time Management Suggestions
Do’s:
· Find a system that provides organization and keeps priorities upfront
· Address priorities first
· Use a variety of communication strategies (remember the power of face-to-face)
· Delegate tasks to others (especially ongoing management tasks)
· Train staff to understand your priorities and idiosyncrasies
· Keep in mind the people you need to keep informed and respond to
· MBWA – Management by Walking Around - (interacting with people on neutral ground is highly desirable)
· Invest in relationships
· Use time studies periodically to see how you are spending your time
Don’ts:
· Just focus on things you like to do
· Get immersed (distracted?) by e-mail (check at specific times)
· Just stay in your office doing paperwork/management tasks
· Let other people’s problems become your problems
· Continue to deal with the same issue (either change the situation or put a system in place to manage it)
· Tolerate ineffective staff or performance
· Take the perspective that interruptions are not part of the work
· Expect to get everything on your list completed (some days you won’t get any done!)  
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