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MANEJO EFECTIVO DEL TIEMPO
 CAPACITACION MENSUAL DEL PERSONAL DE PROYECTOS
 PROYECTO EL CUETE IV Marzo 25 2014
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Manejo del Tiempo• DEFINICION: Habilidad que la mayoria de nosotros hemos aprendido por necesidad. • La dificultad es que cuando se aprende una
 habilidad por necesidad al mismo tiempo aprendemos malos habitos y esto nos limita a aplicarla en todo su potencial.
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• Cuando aprendas y mantengas estas habilidades, encontraras liberacion de la presion y del estres. Seras mas productivo, eficiente y evitaras las dilataciones, tendras mas tiempo para relajarte y en consecuencia evitaras el estres y la ansiedad.
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• Las habilidades de manejo del tiempo son como los zapatos o un buen par de jeans, Tienes que probarte varios pares hasta que encuentres el adecuado.
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OBJETIVO
 • Estar dispuesto a aprender.• Tomarnos el tiempo para participar nos
 ayudara a aprender e incorporar habilidades y obtendremos como recompensa buenos resultados.
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VENTAJAS
 • Acabar con la dilatacion, aplazamiento, y el evitar las tareas.
 Una evaluacion mas sencilla y rapida de tu trabajo y habilidades.• Menos preocupacion sobre el cumplimiento de las
 fechas limites (deadlines)• Mayor productividad• Mas tiempo para relajarte y disfrutar tu tiempo
 libre.• La mas obvia, aumentar el tiempo.
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• El manejo del tiempo es una habilidad que toma tiempo para aprender y perfeccionar. Es tambien una habilidad que es diferente para todos.
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• La mejor recomendacion es tratar de aplicar diferentes vias hasta encontrar la que mejor se acomode a tu cerebro y se quede en tu rutina.
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• Below are a few that work for me which you may want to borrow.
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TIPS o RECOMENDACIONES• Make Lists: Write as much down as you can. If you don’t
 carry a planner or notebook already, start. Personally, I’ve always preferred a small, simple, white-lined notebook because you aren’t restricted by the various boxes and lines of the average planner.
 • A simple To Do List is often a huge help to anyone, but I can attest gleefully to the 3 Lists of 3 Method more than any other. You’re goal is to avoid a list that reaches outrageous length and is overwhelming to even look at.
 http://www.personadev.com/2008/01/28/get-more-done-with-three-lists-of-three/
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• Make a list.The thing about making lists is that you actually have to use them. You may want to set reminders on your phone and computer.Lists really do work if you use them. One of the most important things is to make sure your list feels attainable. No one wants a 30-item to-do list and have to, at the end of the day, look at the 20 items that didn’t get done. Prioritize yours and others’ needs and plan accordingly. You might even want to make three lists — personal, home and work.
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• 3 Lists of 3 Method
 http://www.personadev.com/2008/01/28/get-more-done-with-three-lists-of-three/
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• 2Set deadlines. Again, there is no point in setting deadlines if you make executive decisions to always push them back. Set a deadline and try your best to stick to it. Set your deadline a few days before the task absolutely has to be done. This allows for the possibility that other things will get in the way, but also allow for you still to get the task done.
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• Make Use of Down Time: Using walking, driving, showering, or otherwise “dead” times to plan. Think about what your goals are for that day or the next. Which goals are most important? Prioritization is the key.
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• Reward yourself.When you accomplish something, celebrate it! How you celebrate is up to you. My word of advice is to keep whatever you choose to do healthy, make sure it’s something you really enjoy, don’t do it in excess, and don’t let it cause you to get further behind.Time management skills are an essential part of making your day just a little easier. Find what works for you and stick to it.
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• Concentrate on One Thing: The human mind works more efficiently when it is focused. As we’ve seen before multitasking is actually a disadvantage to productivity. Focus on one thing and get it done. Take care not to bleed tasks into each other. At times, multitasking may seem like a more efficient route, but it is probably not.
 http://www.personadev.com/2008/01/29/does-multitasking-really-increase-personal-productivity/
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• 3Stop multi-tasking. Multitaskers often seem to think they get more accomplished, but it’s not always the most productive or efficient route. Let’s face it, our minds work better when we are truly able to focus and concentrate on one thing.
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• Avoid Procrastination at All Costs: When trying to be more productive and trying to save time, procrastination should be avoided like nothing else. It is the ultimate productivity-killer.
 http://www.google.com/cse?cx=004370903687682073145:bzb4e7jofs4&cof=FORID:1&q=procrastination&sa=Search
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• Set Personal Deadlines: Nobody likes deadlines. They cause stress, aggravation, worry, and, more stress. A guaranteed way to alleviate some of this stress is to set your own earlier deadlines. Be realistic but demanding of yourself. Challenge yourself and, referring to tip 3, reward yourself for a meeting a difficult challenge. Not only will this save you time and make you more productive in the long run, but you will also have a buffer time with little to no penalties compared to those received for missing a real deadline. Of course, this tip has potential for abuse, so be sure to make your own penalties for missing your personal deadlines.
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• Set deadlines. Again, there is no point in setting deadlines if you make executive decisions to always push them back. Set a deadline and try your best to stick to it. Set your deadline a few days before the task absolutely has to be done. This allows for the possibility that other things will get in the way, but also allow for you still to get the task done.
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• 4Delegate Responsibilities: It is not uncommon for people to take on more than they can handle. The overestimation of one’s abilities, though not necessarily a bad thing, can often result in stress and more work for an individual. To avoid this unnecessary stress, do not feel bad about delegating tasks.
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• Delegate responsibilities. For those of us who like to be in control the very thought of this is likely to provoke a bit of anxiety. The truth of the matter is that no matter how good we are, we can’t do everything. Sometimes we take on more than we can handle. Delegation is not a sign of weakness, but a sign of intelligence. Find competent, reliable people and share some of the responsibilities. It will allow you to be less stressed and more productive.
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• Set up a Long Term Planner: In the everyday drab of life, we can often lose sight of our goals. Setting up a long term planner will help you envision your long term goals and rationalize your current objectives. Whenever you find yourself thinking “Why am I putting myself through this work right now? I could be home watching Lost.” just take a look at your long term planner and you’ll be reminded of paying off your mortgage or saving up enough for your child’s college tuition. Revise this long term planner monthly to keep goals up-to-date.
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• Employ a program like RescueTime: This is a lightweight app that records and graphs how you spend your time on your computer. Those “2-minute” breaks to check out Digg, or play a flash game on some website, or email Aunt Betty, can add up to quite a bit of wasted productivity and wasted time. RescueTime will allow you to see exactly how you spent your time and will even send a weekly report to your email.
 http://www.rescuetime.com/
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• Work in a Team: This tip works hand-in-hand with tip # 7. Although giving up responsibilities is a scary thought for some, it is an invaluable method to increase the average team productivity of all involved. Make sure the team goals are clear and make sure everyone knows who is responsible for given tasks. Make sure all lines of communication are always open. A clogged or blocked line will have the opposite effect on productivity. Give tasks to those who are best suited for them and things will get done faster
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•Be Careful to Avoid Burnout: Burnout occurs when your body and mind can no longer keep up with the tasks you demand of them. Don’t try to force yourself to do the impossible. Delegate time for important tasks, but always be sure to leave time for relaxation and reflection. Review your recent accomplishments and make sure you feel good. Review and reflection is one of the best ways to gain confidence and higher confidence means more productivity

Page 27
						

• 5Use your downtime. This tip requires some balance. Using all of your downtime for planning and prioritizing is bad and can lead to increased stress and burnout. However, if you find yourself sitting in early morning traffic, this may be a good time to start prioritizing your day or making plans for dinner. If you’re waiting in the doctor’s office, this may be a good time to write the grocery list. (Just don’t forget it.) If you have opportunities like these make the best of them, but also remember to use them for relaxation as needed.
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• Reward yourself.When you accomplish something, celebrate it! How you celebrate is up to you. My word of advice is to keep whatever you choose to do healthy, make sure it’s something you really enjoy, don’t do it in excess, and don’t let it cause you to get further behind.Time management skills are an essential part of making your day just a little easier. Find what works for you and stick to it.
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• Reward Yourself: Whenever you accomplish something, especially the important things, make sure to take the time to reward yourself. A Clockwork Orange author Anthony Burgess’ used the “Martini Method” to get things done. Burgess set a goal of 1,000 words per day. When he finished his word count, he’d relax with a martini and take the day off. Maybe a martini isn’t the ideal reward for some of us, but the method stands useful
 http://www.academicproductivity.com/blog/2008/how-to-complete-your-phd-or-any-large-project-hard-and-soft-deadlines-and-the-martini-method/
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• An individual skilled in time-management stands to gain much more from everyday life than the next guy. Try employing these tips in your everyday life and watch the productivity grow
 • Written by Tim Bridge of PersonaDev.com.
 http://www.personadev.com/about
 http://www.personadev.com/
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