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Professional Self-Management in a Chaotic Environment

• Being Part of the Pride
• Time Defined
• The Jar
• Perception of Time

- Why it matters?

• Too much to do
-Prioritize
-Manage your Calendar

• Master your Tools and Technology

Itinerary





Lion Mentality

• Tenacity

• Fearless Courage

• Certainty 

• Freedom

• Protective

• Competence





Time Defined

• The measured or measurable period during 
which an action, process, or condition exists or 
continues : DURATION OR PERIOD.

• A nonspatial continuum that is measured in 
terms of events which succeed one another 
from past through present to future.

https://www.merriam-webster.com/dictionary/duration


Stones, Rocks, 
Sand in a jar
The jar represents our day.
Stones are important but rare 
events that take 3 hours or 
more.

Rocks are specific items that 
occur often and take around 
an hour to 30 minutes.
Sand are small task that occur 
frequently and take less this 30 
mins.



Stone Event

- Large unmovable Objects in Time

- The choice here is yes or no

- Look for a less time-consuming 
option



Some One Else's Rocks

-Do you bring value
-Delegate
-Respect the owner (you are a 
participant)
-Know context and be prepared
-Stay on topic
-Don’t interrupt



Own Your Rocks
-Set Proper Time
-Create and send Itinerary
-Now what results you need
and record future actions 
requested
-Don’t start until all are
present
-Set proper time Interval 15 mins?
-15 and 45 give a break to next 
meeting.
-Only choose necessary attendants
-Maintain command and control
-Use a parking lot



Own Your Rocks
- Cancel meeting if priorities change
- Verify Technology and room before
-Stay on track (Have a plan)
-Keep Roundtable to the meeting on hand, 
sidetracks go to parking lot.
-Recap your results and actions requested with 
deadlines.
-The meeting is over when it over….  Try to end 
on time or early… Never late.



Sand
-group these into blocks of time 
that occur periodically
-allow them to be tentative so 
they can surround your 
meetings as secondary task
-utilize Hacks, short cuts, 
Continues  improvement,  and 
technology



Stones, Rocks, 
Sand in a jar

Mixing in the stones, rocks, 
and sand allows for everything 
to fit. 
Be specific with the placement 
of your stones.

Surround your rocks with sand. 

Sand clusters together



Water- Time Perception



Perception of 
TimeCondition of the Time Experiencer

 Age- Memory of time
 Health 
Time-related Behaviors and 
Judgment
 Emotion
 Awareness
 Attention
Contents of a Time Period
 Volume
 Fulfilment
 Density
Activities During a Time Period
 Complexity 
 Enjoyment
 Novelty



Why it Matters

• Slowing down the perception of time does not allow 
you to accomplish more.

• Being aware of your perception of time will allow you 
to bring more value to your day and understand your 
feeling of accomplishment.

• Being aware of perception CAN help you enrich your 
time at work.

• Being aware of perception CAN help you enrich your 
free time.



Too much to do



Calendar 
Tips



SET YOUR 
Outlook to 
default to 
Calendar 

when it opens



Set up Multiple Time Zones
Right Click on Time Block and Select Change Time Zones



Color Code 
you Calendar 

for a quick 
Glance at 

Stone, Rocks, 
and Sand.







Quick Tips
-Copy and paste alike Appointments

-If its not scheduled its not a priority

-Set a week in advance, review two 
weeks in advance.

-Review the night before.



Make Investments In Time, do not 
make deductions



Master Your Tools and Technology



Email



Email Tips

- Emails do not require an 
immediate response

-Check during set periods of 
time

-Utilize Technology



Minimalize your 
folders

Less is more



Use rules for 
more then 
filtering out junk.

-Move to action folder ,mark as 
Unread ,and send notifications



Dragging emails to the icons for 
Schedules, To do list, and 
contacts.



Use Signatures as templates for repeat emails.



Quick Parts
- Templates, Images, etc… a Click away.



Utilize quick task 
to quickly 
execute multiple 
steps.



OUTLOOK 
NOTES

CNTRL>SHIFT>N



Phone Calls



Give your calls 
purpose

• Plan your phone call time
-Important calls

-Have a plan
-Consider signal 
strength
-Stick to the point
- Don’t multitask

-Non-Important
- Limit frequency 
and duration



Request an 
Email in you 
voice mail



Browser tools



Plugins
Linkclump

Macro 
Recorders 





Excel



COPY AND 
PASTE 
MULTIPLE



Be aware of and 
manage your time  
waste
-Eliminate waste

-When it can’t be avoided 
multitask



Final 
Thought



Thank You for 
your time
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