from Jen, Michelle, and Gabriel

HANDOUT 1 - Managing Multiple Priorities (Overview)
Benefits:
· Clearer priorities 

· Greater productivity 

· Less crisis management 

· Reduced stress 

· Increased confidence in your ability to manage diverse tasks & projects 

· Greater credibility with management and coworkers 

Desirable outcomes:
· List strategies for controlling your job instead of letting it control you. 

· Identify four proven methods for juggling tasks and projects. 

· Describe techniques for shaving time off major activities. 

· Outline methods for dealing with procrastination. 

· Explain how to deal with shifting priorities. 

· List key techniques for dealing with multiple bosses and teams. 

Considerations:
I.    Methods for juggling multiple tasks and priorities
A. The “funnel”
B. Urgency vs. importance
C. Prime time use
D. Tickler systems—electronic and paper
E. Breaking tasks into smaller components
F. Working with multiple bosses or team members
II.   Tips and techniques for controlling time
    A. Setting daily and weekly goals and monitoring them
B. Using “uninterrupted” time
    C. Specific methods for saving time on the telephone
D. Crisis management
E. What tasks will you no longer do?
III.  Handling troublesome areas
A. Procrastination assessment
B. Methods for curing procrastination
C. Handling impossible deadlines
D. Communicate better to protect your time
