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PERSONAL DEVELOPMENT

| BEST PRACTICES

annBRADY
Ann H. Brady is the president of 
the Holland Consulting Group, 
training people how to be better 
supervisors and managers. 
Learn more by emailing 
AHBrady137@gmail.com or visit 
HollandConsultingGroup.vpweb.com

E ver yone knows that  t ime 
management is about the amount 
of order and control you want in 
your life at home and in business. 

So, why is it so difficult? It’s difficult because 
life is happening all around us, distractions 
take precedence, and are a perfect excuse 
not to get started.  Here are some questions 
to ponder: 

•	 �Have you ever produced a less-than-
perfect report, proposal, or status update 
because you ran out of time?

•	 �Have you ever misread a situation 
because you delegated a task to someone 
else and then didn’t have the time to 
follow up?

THREE STEPS TO MANAGING YOUR MOST VALUABLE COMMODITY                                                  
Where Does the Time Go?                                                             

“Two keys to success 
are time and attention. 
Present your results on 
time and be proud that 
you had the discipline 
to produce work that is 
worthy of appreciation.”

•	 �Have you ever given a presentation that you 
know you didn’t put enough time into?

Managing your time is a personal activity that 
only you can change.  It takes discipline, a desire 
to change, and the fortitude to stick with the 
“new” you for at least 30 days. So, let’s do this!

Plan
Plan your activities at the end of each day.  By 
doing this, you know what you have accomplished 
already, you know what still needs to be done, and 
you have a sense of accomplishment so the rest of 
the evening can be enjoyed. Work and life balance 
are critical to clear thinking and happiness.
	 What needs to be done? Who can help you 
gather the supporting data? When is your 
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deadline?  Those questions need to be answered as part 
of your plan to get started and reach your deadline.  Any 
project should be completed at least three days ahead of 
schedule in order to accommodate unplanned interruptions.

Slice and Dice
Examine all of the elements of what needs to be done and 
break it down into pieces. When you are done, it should 
look like Swiss cheese. Why Swiss cheese? Swiss cheese has 
holes and that is what you are doing: slicing holes in your 
project. Do you have all of the information you need to 
support your recommendations? If not, who can help you 
provide the necessary data? Be sure to explain the scope of 
what you need and when you need it so you have all of your 
information in time for the completion.  
	 Always ask for information well in advance of your 
deadline; you don’t want to put yourself in a position to 
wait for someone else. Inspect what you expect! Check in 
with the person that is assisting you to ensure that they are 
working on it and understand your deadline. Examine all 
of the data to ensure that it is accurate and that nothing 
is left out. Remember to acknowledge the contribution of 
others to your end results. You are now ready to put it all 
together, which is the easy part. Delaying this final activity 
is delusional thinking – you are responsible for the results, 
not those who assisted you.

Execute
Carve out time in the beginning of your day to review the 
project in its entirety to determine if you have everything or 
if anything was omitted in error, and to proceed to the finish. 
This is a lot like painting a room; you don’t want to be in a 
position to run out of materials in the middle of this project 
and interrupt progress by having to take a trip to Lowe’s.
	 Place this project right in front of you either on your 
desk or on your computer screen.  That way, when you 
are interrupted by events that can’t be avoided, there is no 
question where you were. Get right back to it, stay focused, 
and finish.
	 So now you are done, right? Not so fast! Take yourself 
away where you won’t be bothered and examine your 
results on paper. Yes, paper! That is where you will notice 
inconsistent formatting, data that is extra and doesn’t 
support your recommendation, and any flaws that will be 
the topic of discussion. You want to be the person that others 
can count on for flawless execution, not the one who is sent 
back to the drawing board for further changes.  
	 Two keys to success are time and attention. Present your 
results on time and be proud that you had the discipline 
to produce work that is worthy of appreciation. Now, go 
tackle your next project. Plan it, slice it, and execute it. 
Make yourself proud to be that person who can always be 
counted on.u

THE BEST MOVE YOU WILL EVER MAKE…
In Brevard County and All of Central Florida

• Free estimates for moves large and small
• Across town, country or globe
• Courteous, experienced professionals
• Expert packing, handling and crating
• Residential and commercial moves
• Air conditioned storage
• Licensed, bonded, insured

“Excellence in moving is a family tradition since 1956.”
~ Scott Sorensen

Florida’s Premier Moving and Storage Company since 1956.

MELBOURNE
321-254-2770

COCOA/TITUSVILLE
321-636-2872 

ORLANDO
407-447-2773
SorensenMovingandStorage.com

CORPORATE RELOCATIONS
COMMERCIAL OFFICE MOVING
WAREHOUSING AND LOGISTICS

RESIDENTIAL MOVING
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