o> o Il ) o

IR IRy
«Pgd dwd>»

bl Lo,
B Wi 095 (sole Sl gae
ol ple ol Gl &858 puwge

VE-v 3714






15 L it WL AeSoud |
BRI 2T 0 o g deSnd

(p33 k) o 3l S 5 0



3 «s"" SO g (51
ool L Iy b Ul
9 09 ol il 9 WS
S by 3B u*’ﬁ"b
o3loSid RIS FCLY BULALY
S 5l Awmod» )'ASJ:N! =

T =0 b «ywilo

(p33 k) o 3l S 5 0



J2 Al 39 (5590

(32 andr) o315 S5 5,0



T Cudd go (Ll g Cuid 9o iy g1 >
S0 Jl (5 3o Sl 90 Slgilitd il gi (o0 LT >

Il 3 (5 2 Sl 90 Sl il gl (o0 AR >

(3 k) o 158 S5 50



S 3l (6 yie S 9o (Slgiliutd puilgi (o LT

WHETHER YOU THINK YOU
CAN, OR THINK YOU CAN'T
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UFPDATED EDITION

CAROL S. DWECK, Ph.D.

mindset

THE NEW PSYCHOLOGY OF SUCCESS
HOW WE CAN
LEARN TO FULFILL

OUR POTENTIAL &

=parenting
»business

#school
«relationships

“Through clover resiarch stodics and ongaging wriding,
Diwercks iBumisces how nar belicfaboar i capehilities cxzer rotend nas
inflienos an o we learn and which paths we ke in &le”
= Bl Gares, GbresiNedrr
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Mindset

Growth
Mindset
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“EXPLORES HOW INDUSTRY HAS MANIPULATED
OUR MOST DEEP-SEATED SURVIVAL INSTINCTS.”

THE
HACKING
of the
AMERICAN

MIND

The Science Behind the Corporate
Takeover of Our Bodies and Brains

ROBERT H. LUSTIG, MD, MSL

ARUTHOR OF THE NEW YORK TIMES BESTSELLER FAT CHANCE

#1 NEW YORI

Happiness is neither virtue nor pleasure nor this thing nor that, but simply
growth. We are happy when we are growing.

—JOHN BUTLER YEATS TO HIS SON WILLIAM BUTLER YEATS, 1909

(b33 ad) o 315 S5 5 0 11



3 P90 & wm> HS1
BT 5 55>

(32 andr) o315 S5 5,0



‘ﬁ; ) 5w (INnovation) i STy

] Jguamo S b ol 8 S 0 paly S comsl S (3T P
Jo e 9 oz gl ogd @ |y sl (6 Wluwe S &5 lole
:J.;S‘;O

Mg g0 T g 1y a6 e Sy s Jo oSS ol 4

3185 (5 05y als Wi 1e



o 3, S5 5 b Ol g0 i S6 5 b -l .
Tt 390 Olailo) S ke 53 i 2

faalds S5 53 5 L8 L3 Bladl 55 5, 5 L;L@J)L@o R et 3
ools pla Shyax 0 ls G5k 5 Car 0 Al 5
S bl o 48 3hee slolsl .4

Sl ol Shsax 3o slobsle 3 8 Ka s O

(52 k) g 315 S50



39501 Ilao Lad g

m)ﬁ;y/ﬁ;ycw\uﬂy/mm-JJ\%J.?>

I WEF 55 il 5L 5,5 sl pss ads »
DAl S JLJ&%J!

Ll il o €555 5850 slglal i smn W/i

Qu;qﬂmj&n@ﬂmujtg.»:p%«:@>

JS@J}:MM&>

(32 andr) o315 S5 5,0



39501 Ilao Lad g

J.&)JKAJJ.L/J_(AJ'JLCDL@\ g o [ dadie 15l Al P
Ole) S pde jlge tp s dnder >

f WEF oK s Blal 5L 5550 leslee tpom and »
pAls Sk e Bl

Lio kil o 580 3350 Sl tp ol ke 2

L8 K b e bk P

(32 andr) o315 S5 5,0



The Sunday Times bestseller
DANIEL LEVITIN

O ® & 0O
The

ORGANIZED
MIND

® ©~ & ©

Thinking Straight in the Age
of Information Overload

‘More insights per page than any other neuroscientist

I know . . . smart, important, exquisitely written’

Daniel Gilbert, author of Stumbling on Happiness
(po2 and) (o 315 S350 o
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Time Management

Randy Pausch
Carnegie Mellon University
http://www.randypausch.com

(3 k) o 158 S5 50
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By some estimates, people waste about 2 hours per day!!

Signs of time wasting:
* Messy desk and cluttered (or no) files
- Can’t find things
* Miss appointments, need to reschedule them late
and/or unprepared for meetings
* Volunteer to do things other people should do

* Tired/unable to concentrate

(b33 ad) o 315 S5 5 0
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Observations W) =y

* You can never get it all done.

* The more you do, the more there is to do.

* Time spent doing one thing means time taken away from another.
* If everything is important, then nothing is important.

* Work expands to fit the time.

(p33 ad) 31y S6 50



RUSTSPTS
Hear me Now, Believe me Later

‘Being successful doesn’t make
you manage your time well.

‘Managing your time well makes
you successful.

(b33 ad) o 315 S5 5 0



oloj Sy
Goals, Priorities, and Planning
*Why am | doing this?
* What is the goal?

* Why will | succeed?

* What happens if | chose not to do it?

(b33 ad) o 315 S5 5 0



The 80/20 Rule

* Critical few and the trivial many
- Having the courage of your convictions
* Good judgment comes from experience

- Experiences comes from bad judgment

(52 k) g 315 S50
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Inspiration

“If you can dream it, you can do it”
Walt Disney

 Disneyland was built in 366 days, from ground-breaking to first day
open to the public.

(b33 ad) o 315 S5 5 0
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Planning

- Failing to plan is planning to fail
* Plan Each Day, Each Week, Each Semester

* You can always change your plan, but only once you have one!

(52 k) g 315 S50



Planning

THE
9/29 RULE

BY WARREN BUFFETT

1. MAKE A LEST OF THE TOP 25 THINGS
YOU WANT T0 D9 N LIFE.

& NOW D@ THE TOP 5.

3. AMD NEVER EVER THINK ABOUT THE
OTHER 20 AGAIN.

4. ELSE THEY WILL TAKE TIMSE ARAY
FROM THE 5 THAT ARE MOST

MPORTANT




Planning

The first 10% Can save up to
spent planning 90% working

(52 k) g 315 S50



TO Do Lists ol ) < P

* Break things down into small steps
* Like a child cleaning his/her room

* Do the ugliest thing first

(p33 k) o 3l S 5 0



The four-quadrant TO DO List Q“ﬁ PRV

Due Soon Not Due Soon

Important 1 2
Not 3 4

Important

(p33 k) o 3l S 5 0



Paperwork olo ) S puv

* Clutter is death; it leads to thrashing. Keep desk clear: focus on one
thing at a time

A good file system is essential
* Touch each piece of paper once
* Touch each piece of email once; your inbox is not your TODO list

(p33 k) o 3l S 5 0



Telephone ogloy <o pow

* Keep calls short; stand during call
- Start by announcing goals for the call
* Don’t put your feet up

- Have something in view that you’re waiting to get
to next

(32 k) o Al S5 50



Office Logistics ogloy <o pow

- Make your office comfortable for you, and optionally comfortable
for others

* No soft comfortable chairs! | have folding chairs, some people cut
off front legs

(b33 ad) o 315 S5 5 0



Scheduling Yourself olo) < pvw

* You don’t find time for important things, you make it

* Everything you do is an opportunity cost

* Learn to say “No”

(52 k) g 315 S50



Learn to say “No”

* Will this help me get tenure?
* Will this help me get my masters?
* Will this help me get my Ph.D?

- Keep “help me” broadly defined

(52 k) g 315 S50
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Everyone has Good and Bad Timesu )=

* Find your creative/thinking time. Defend it ruthlessly, spend it
alone, maybe at home.

* Find your dead time. Schedule meetings, phone calls, and mundane
stuff during it.

(b33 ad) o 315 S5 5 0



Interruptions ogloy <o pow

* 6-9 minutes, 4-5 minute recovery - five
interruptions shoots an hour

* You must reduce frequency and length of
interruptions (turn phone calls into email)

* Blurting: save-ups

* E-mail noise on new mail is an

interruption -> TURN IT OFF!! *

(52 k) g 315 S50




Cutting Things Short ol S pow

. )

m in the middle of something now...”

- Start with “l only have 5 minutes” — you can
always extend this

- Stand up, stroll to the door, complement, thank,
shake hands

* Clock-watching; on wall behind them

(b33 ad) o 315 S5 5 0



Time Journals Q“j -y N0

* It’s amazing what you learn!

* Monitor yourself in 15 minute increments for between 3 days and
two weeks.

- Update every ¥ hour: not at end of day

(p33 k) o 3l S 5 0



TME LoG

/ ACTIVITY

BUSINESS
FUNCTION / NOTES

Lo //// L/ L L L LS

7:00-

#i18

7:15-

7:30

7:30-

7:45

7:45-

8:00

8:00-

8:15

8:15-

8:30

8:30-

8:45

8:45-

9:00

9:00-

9:15

9:15-

9:30

9:30-

9:45

9:45-10:00

10:00-10:15

10:15-10:30

10:30-10:45

10:45-11:00

11:00-11:15

11:15-11:30

11:30-11:45

11:45-12:00

12:00-12:15

12:15-12:30

12:30-12:45

12:45-

1:00

1:.00-

1:15

1:15-

1:30

1:30-

1:45

1:45-

2:00

2:00-

2:15

2:15-

2:30

2:30-

2:45

2:45-

3:00

3:00-

3:15

3:15-

3:30

3:30-

3:45

3:45-

4:00

4:00-

4:15

4:15-

4:30

4:30-

4:45

4:45-

5:00

Compliments of CareerTrack @Copyright 1989, Ed Bliss
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Using Time Journal Data 0“’3 - 93 ko

* What am | doing that doesn’t really need to be
done?

*What am | doing that could be done by someone
else?

*What am | doing that could be done more
efficiently?

 What do | do that wastes others’ time?

(b33 ad) o 315 S5 5 0



Procrastination Ql"j - 930

“Procrastination is the
thief of time”

Edward Young
Night Thoughts, 1742

(b33 ad) o 315 S5 5 0



Balancing Act oloy <o pue

“Work expands so as to fill the time
available for its completion”

Parkinson’s Law
Cyril Parkinson, 1957

(32 k) o Al S5 50



Avoiding Procrastination oloy 9y

* Doing things at the last minute is much more expensive than just
before the last minute

* Deadlines are really important: establish them yourself!

(b33 ad) o 315 S5 5 0



Delegation ogloy <o pow

* No one is an island
* You can accomplish a lot more with help

* Most delegation in your life is from faculty to graduate student

(52 k) g 315 S50



Delegation is not dumping olo) So yoe

- Grant authority with responsibility.
 Concrete goal, deadline, and consequences.
* Treat your people well

 Grad students and secretaries are a faculty member’s lifeline; they should
be treated well!

(b33 ad) o 315 S5 5 0



Challenge People ol S pow

* People rise to the challenge: You should delegate
“until they complain”

- Communication Must Be Clear: “Get it in writing”

— Judge Wapner *

* Give objectives, not procedures

* Tell the relative importance of this task

(52 k) g 315 S50



Sociology oloy <o pue

- Beware upward delegation!
* Reinforce behavior you want repeated

* Ignorance is your friend — | do not know how to run the photocopier
or the fax machine

(52 k) g 315 S50



Meetings ogloy <o pow

- Average executive: > 40% of time
* Lock the door, unplug the phone

* Maximum of 1 hour

* Prepare: there must be an agenda

- 1 minute minutes: an efficient way to keep track of decisions
made in a meeting: who is responsible for what by when?

(52 k) g 315 S50



Technology alo) < g

* Laptop computer (and docking station)
* You can scavenge time & work anywhere
- At CMU, you still have internet access
- one machine in your life is the right number

* WWW; only do things once (post them)
* Google (now with image search!)

* ACM Digital Library (I haven’t been in the library in
over five years)

(b33 ad) o 315 S5 5 0
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Randy’s Magic E-Mail Tips o) =

- Save all of it; no exceptions

* If you want somebody to do something, make
them the only recipient. Otherwise, you have
diffusion of responsibility. Give a concrete
request/task and a deadline.

* If you really want somebody to do something, CC
someone powerful.

* Nagging is okay; if someone doesn’t respond in 48
hours, they’ll probably never respond. (True for
phone as well as email).

(32 k) o Al S5 50



Care and Feeding of Advisors Ql‘ﬁ - 3)e\0

Time Management Advice

- Get a day timer or PDA

* Write things down

* When’s our next meeting?

* What’s my goal to have done by then?
* Who to turn to for help?

* Remember: advisors want results !

(52 k) g 315 S50



Care and Feeding of Advisors Ql‘ﬁ - 3)e\0

Life Advice

* They know more than you do
* They care about you

* They didn’t get where they are by their social skills -> take the
initiative in talking with them!

(32 k) o Al S5 50



General Advice: Vacations ol ) <o pow

* Phone callers should get two options:

* If this can’t wait, contact John Smith at 555-1212
- Otherwise please call back June 1

* This works for Email too!

* Vacations should be vacations.
* It’s not a vacation if you’re reading email
- Story of my honeymoon...

*

(b33 ad) o 315 S5 5 0



General Advice ooy oo P

*Kill your television (how

badly do you want tenure or your degree?)

* Turn money into time — especially important for
people with kids or other family commitments

‘Eat and sleep and exercise. above

all else!

(p33 k) o 3l S 5 0



General Advice ij -y N0

* Never break a promise, but re-negotiate them if
need be.

* If you haven’t got time to do it right, you don’t
have time to do it wrong.

* Recognize that most things are pass/fail.

* Feedback loops: ask in confidence.

(p33 k) o 3l S 5 0



Recommended Readings Qloj - 0

* The One Minute Manager, ' The
Kenneth Blanchard and Dgll}ﬁe
Spencer Johnson, Berkeley Manage
Books, 1981, ISBN 0-425- SR T S e e
09847-8 Spencer Johnson, M.D.

#1 NATIONAL BESTSELLER
OVER 10 MILLION SOLD

* The Seven Habits of Highly Ty
Effective People, Stephen RS |(85|)'/AN

gg;g},'l sS éﬂ%’fsg% 1S-c7hou;;§f'5 ﬂ;,%%i;lggﬁ

Powerful Lessons
_inPersonal Change

wmkm»mnrmmnummwu

Stephen R Cavey

(pos andr) w35 SG 50
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Action ltems *

- Start keeping your TODO list in four-quadrant form
or ordered by priorities (not due dates)

* Do a time journal, or at least record number of
hours of television/week

- Make a note in your day-timer to revisit this talk in
30 days (www.randypausch.com). At that time, ask
yourself “What behaviors have | changed?”

(p33 k) o 3l S 5 0
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Setting aside a set Putting a hard limit on the
amount of time for a maximum time you will
specific activity spend on an activity
Technique used to Technique used to
provide sufficient time to prevent spending too
work on something much time on something

(32 ad) o 315 S8 50






The challenge is not to
manage time, but to

manage ourselves.

Steven Covey, author

(32 andr) o315 S5 5,0
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OVER 25 MILLION COPIES SOLD

POWERFUL LESSONS
IN PERSONAL CHANGE

WITH A FOREWORD BY JIM COLLINS,

author of Good to Great and co-author of Great by Choice

Stephen R. Covey

(p3> k) o 3l S35 0
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 Covey describes seven habits of highly effective people providing the
building blocks of a powerful model for personal change.

* Plan, organize and execute around priorities, and gaining control of our
lives.

* Covey, S. R. (1989). The seven habits of highly effective people. New York: Simon &
Schuster.

(p33 k) o 3l S 5 0
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- Habit 1 - Be Proactive

- Habit 2 - Begin with the End in Mind

 Habit 3 - Put First Things First

 Habit 4 - Think Win/Win

* Habit 5 - Seek First to Understand, Then to Be Understood
- Habit 6 - Synergize

 Habit 7 - Sharpen the Saw

(p53 adr) o 315 SB35 b



Soo o sleiluil Lok can

Habit 1 - Be Proactive

* More than just taking initiative. LIFE Is.
[ ]
» Taking responsibility for our lives. WHAT HAPPENS O
* Behavior is a function of our decisions not our TO ME
WHAT I MAKE ~

surroundings. HAPPEN
- We are in control not being controlled. y

proactive:

creating or controlling a situation
by causing something to happen
rather than responding to it
after it happens




P o sleldl Dole can
Habit 2 - Begin with the End in Mind j’%

* Everything we do is examined within the context of the whole.
* First, we must know our destination.

« Second, we must formulate a plan to take us there.
* Otherwise, others will tend to shape our agenda.
* Planis in the form of a personal mission statement.
* Consider our various roles.

(p33 k) o 3l S 5 0
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Habit 3 - Put First Things First
* Developing a priority system - saying yes to something means saying

no to something else.

* Different from time management.
* To-do lists which focus on things and time.

* Personal Management
* Manage ourselves focusing on relationships and results.

 Useful tool is Covey’s Time Management Grid.

(p33 k) o 3l S 5 0
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Time Management Grid

.........
. *s

URGENT -~ NOT URGENT ™.
IMPORTANT IMPORTANT :
deadlines planning
exams - promblem prevention
“real” crises / emergencies " self-development
last-minute preparations |+ healthy, quality relaxation

meaningful appointments % relationship building

MANAGE | . FOCUS .~

-----
fresaser?®

Importance
URGENT NOT URGENT
NOT IMPORTANT NOT IMPORTANT
some calls, emails social media
reporting watching tv
somebody else’s problems and needs nonsense movies

shallow relationships gossiping
some meetings shopping

AVOID LIMIT

Urgency
(o3 o) (2 315 S5 5,0
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Habit 4 - Think Win/Win

* Preferable to the alternative where one or
more parties lose.

* Not readily visible.

/ A
* Develop a deep understanding of the m ‘
— ‘m_._
| B\

situation and the individual. I

(p33 k) o 3l S 5 0
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Habit 5 - Seek First To Understand, Then to Be Understood

* Listening with the intent to understand.
* Practice listening twice as much as speaking.

(p33 k) o 3l S 5 0
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Habit 6 - Synergize

* Synergy occurs when the whole is greater than
the sum of the parts.

* Creative process which unleashes the best in
people.

* Through our individual paradigms we each see
the world differently.

* Creates a learning opportunity whereby
differences are considered an asset not a
danger.

(52 k) g 315 S50
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Habit 7 - Sharpen the Saw *

* Preventive maintenance and
self-renewal.

* Effectiveness lies in the
delicate balance between
production and production
capability.

Four Dimensions of Renewal

(3 k) o 158 S5 50
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Poo e slebl wols can

Be proactive

Begin with the end in mind

Put first things first

Think win-win

First understand, then be understood
Synergies

Sharpen your saw

Find your voice and inspire others to find
theirs (added in 2004)

(p52 andr) o 3l S5 50
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Achievement of Personal Management
Personal Mission Statement

At the heart is the personal mission statement.

* What you want to be? g

* What you want to do? Y PERSOWA,

* What you want to have? HESION
STATEHENT

* Consider roles (student, friend, son/daughter). -
« Add structure and balance to the “to be,” “to do,” and “to have.”
* Consider the interaction.

* Review and modify regularly.

(52 k) g 315 S50



Achievement of Personal Management
Define success for yourself

* It isn’t always easy to distinguish between the
aspects of a job that are truly necessary and
those that are not.

* Don’t forget our many roles, both personally and
professionally, and the importance of making

time for each.

(b33 ad) o 315 S5 5 0



Achievement of Personal Management
Goals

* Define several key goals associated with
each role.

» Should be Quadrant Il activities.

* Should be broken into short term and long
term.

LONG TERM =>

* Prioritize and allot time for these activities = ==
using a weekly planning horizon by
considering the roles and importance not
just the urgency.

(52 k) g 315 S50



Achievement of Personal Management
Goals

* Progress is reviewed daily and adjustments are made.
- Performance is measured by effectiveness not efficiency.
- Facilitated by the Seven Habits.

(52 k) g 315 S50
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Recommendations

* Put things into perspective - Will it matter in 5 years from now?
* Recognize when something is good enough.

* Ask for help.

* Don’t lose your sense of humor.

BECECCo O

ASKING FOR
HELP IS A
SIGN OF
STRENGTH

(p33 k) o 3l S 5 0



Conclusions

* Covey’s model can lead us to personal management.
* The process is a continual journey, not a destination.

* Helps to put us in control of our lives by empowering
us to schedule our priorities rather than just
prioritizing our schedule!

(b33 ad) o 315 S5 5 0
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Exercise
Habit 2 — Begin with the End in Mind

In your mind’s eye, see yourself going to the funeral of a loved one. Picture yourself driving
to the funeral parlor or chapel, parking the car, and getting out. As you walk inside the
building, you notice the flowers, the soft organ music. You see the faces of friends and family
you pass along the way. You feel the shared sorrow of losing, the joy of having known, that
radiates from the hearts of the people there.

As you walk down to the front of the room and look inside the casket, you suddenly come
face to face with yourself. This is your funeral, three years from today. All these people have
come to honor you, to express feelings of love and appreciation for your life.

As you take a seat and wait for the services to begin, you look at the program in your hand.
There are to be four speakers. The first is from your family, immediate and also extended —
children, brothers, sisters, nephews, nieces, aunts, uncles, cousins, and grandparents who
have come from all over the country to attend. The second speaker is one of your friends,
someone who can give a sense of what you were as a person. The third speaker is from your
work or profession. And the fourth is from your church or some community organization
where you’ve been involved in service.

(b33 ad) o 315 S5 5 0



Exercise
Habit 2 — Begin with the End in Mind

Now think deeply. What would you like each of these speakers to say about you and your
life? What kind of husband, wife, father, or mother would like their words to reflect? What
kind of son or daughter or cousin? What kind of friend? What kind of working associate?

What character would you like them to have seen in you? What contributions, what
achievements would you want them to remember? Look carefully at the people around you.
What difference would you like to have made in their lives?

(p33 k) o 3l S 5 0
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15 Essential Ways to Practice Self-Reflection

November 10, 2019 by Rebecca

Facebook Twitter Pinterest

Article updated in August 2023

Have you ever felt like life is passing you by, leaving you in a perpetual cycle of striving
but never truly progressing? In the relentless pursuit of our goals, we often overlook a

crucial aspect of personal growth: self-reflection.

https://www.minimalismmadesimple.comy/heme/self-reflection/



5 Benefits of
Self-Reflection

,/J\ Greater Sense
/ 1 it

Better .
Relationships

Stronger
Decision-
Making Skills

Increased
Confidence

Enhanced
Problem-
Solving Skills
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JOURNAL
A B B E BN EEEEEEEEEEEEDN
A journal is a personal
record where you can pen
your thoughts, observations,

and experiences

Usually don’t have dates
assigned for pages

You can write down your
innermost thoughts,
observations, and experiences

DIARY

A diary is a book where
you note down important
things to keep track of
them

EEEEEREEEEENEEEEEEEESN
Usually have dates assigned
for pages — one page per
day or one page per week

You can list various types
of data like important dates,
food intake, water intake,
exercise, daily expenses,
weight, and mood
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The challenge is not to
manage time, but to

manage ourselves.

Steven Covey, author
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