Imagine that you had a bank account where the bank credited
you £1440 every day. At the end of the day they deducted any
outstanding balance; if you haven’t spent it you lose it. Would
you use the money? Or would you just let it slip through your
fingers?

E S S E N T I A L M A N AGE M E N T GU I D E S

This is the Bank of Time. You have 1440 minutes every day of
your life and if you waste them, you never get them back. You
will learn:

TIME, TASKS,
MEETINGS &
APPOINTMENTS

• Learn how to manage last minute interruptions and requests
• Gain awareness of how you currently use and lose time

• Identify the time traps that cause most professionals to lose
control
Effective and efficient people use all the time they have for
something that is of value to them. That is usually a balance
between their work, their family, their longer-term career or
their health.

HOW TO MANAGE

12 KEY PRINCIPLES FOR

GAINING CONTROL OF YOUR
WORK & YOUR PRIORITIES

This book contains a variety of tools, tips and techniques to help
you to get the most out of your credit balance at the Bank of Time,
so that you seldom, if ever, look back with regret at the wasted
opportunities to do the things that matter most in your personal
and professional life.
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Content rich, actionable and relevant are our watch words for any training that we deliver. Our highly skilled
trainers are experts at adult learning and transferring skills and knowledge so that staff can apply their new
tool into their work environment from the word ‘go’.

3. Over 100 courses and a Proven Delivery Method

Our development skills training courses include everything from Assertiveness to Writing Skills and beyond.
Whichever course that you choose, we guarantee that it will be information packed, relevant, and enjoyable.
We understand that when learning is fun, the material is remembered and acted upon!
Our delivered training and development solutions will always provide your staff with more in value than we
receive in price. There are no hidden costs and no ‘extras.’
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5. We Guarantee Results

Our training is designed to delight and inspire employees to act on new information, if however, we do not
deliver on our promised results, the training will be on us. Unless you’re 100% satisfied, there will be no
course fee, because if you’re not happy, we’re not happy. Our courses are designed to be participative,
interactive and engaging whilst also delivering current thinking and theory on the specific topic area. For more
info on In-Company training solutions, please see our website at www.bensoncompany.co.uk

For a consultation to bring a Benson & Company
development programme into your workplace
call

0800 088 7569

or email us info@bensoncompany.co.uk

Benson & Company
Copyright*Benson*&*Company*Company*No.*8200809*Registered*in*England*&*Wales*www.bensoncompany.co.uk*Tel:*0203*503*0633

E S S E N T I A L

M A N A G E M E N T

G U I D E S

HOW TO MANAGE

TIME, TASKS,
MEETINGS &

APPOINTMENTS
12 KEY PRINCIPLES FOR

GAINING CONTROL OF YOUR
WORK & YOUR PRIORITIES

Introduction

How to Manage Time, Tasks, Meetings & Appointments – 12 Key Principles for Gaining
Control of Your Work & Your Priorities
© Benson & Company 2014
ISBN: 978-0-9928665-0-1

1. Business    2. Management / Leadership
The right of Benson & Company to be identified as the author of this work has been asserted
in accordance with sections 77 and 78 of the Copyright Designs and Patents Act 1988.
A CIP catalogue record for this book is available from the British Library.
All Rights Reserved.
No Part of this work may be reproduced in any material from (including photocopying or
storing in any medium by electronic means and whether or not transiently or incidentally to
some other use of this publication) without the written permission of the copyright holder
except in accordance with the provisions of the Copyright, Designs and Patients Act 1988.
Applications for the Copyright holders’ written permission to reproduce any part of this
publication should be addressed to the publishers.
This book is published for general reference and is not intended to be a substitute for
independent verification by readers where necessary and appropriate. The book is sold with
the understanding that neither the author nor the publisher is engaged in rendering any
legal, psychological, financial or accounting advice.
The publisher and author disclaim any personal liability directly or indirectly, for advice
or information presented within. Although the publisher and author have prepared this
manuscript with the utmost care and diligence and have made every effort to ensure
the accuracy and completeness of the information contained within, we assume no
responsibility for errors, inaccuracies, omissions or inconsistencies.
The Sabel & Stone® logo is a registered trademark of Sabel & Stone Publishing.

“

T

ime Management” is a skill that everyone needs; it doesn’t
matter whether you are the CEO of a multinational or a

young mum with two kids and a household to run. It doesn’t

matter whether your day job is very rigid and micromanaged,
or if you are self employed. Time Management is what helps
you to manage your time productively.

Of course, no one can actually manage time, until someone
invents a time machine we are all restricted to managing our

use of time. That is what this book aims to do; to help you to get
the most out of your day, your career and your life.

There are many legitimate calls on our time in the modern world;
our family demands time, society and our involvement in it

ATTN: QUALITY DISCOUNTS OF THIS BOOK ARE AVAILABLE TO YOUR
GROUP, ORGANIZATION OR EDUCATIONAL INSTITUTION

demands time, our hobbies and interests demand time, our boss

For more information, please contact Benson & Company at; info@bensoncompany.co.uk

customers demand time. There are also “time-bandits”; seemingly

demands time, if we are managers our staff demand time, and our
small events that steal our time and often waste it. Avoiding the

“time-bandits” and juggling the legitimate demands effectively

allows us to provide this time equitably and also to have, and
take, what is nowadays known and “me-time”
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T

his is probably the single most common excuse that
people give for not doing something; whether it was a

formal part of their job description or the sending of a “thank

you” note after receiving a gift. Is it actually true? In most cases
Bonus Section:

this is unlikely; does someone really not have five minutes out
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35

of the last seven months, in which to write a short note, or to
send a quick email? What is usually meant, but wasn’t said, was
“Oh, sorry, I just didn’t consider that doing this was a high
enough priority in amongst all the other things I’ve been doing”

But people don’t usually say that because it places the responsibility
for failure squarely on their own shoulders.

“If it wasn’t for other people, I’d be really good at “time
management”; but every time I make a plan, someone else
comes and wastes all my time”

7

Principle 2:

This is probably the second most common excuse for failure

to achieve a goal. There is, to be fair, some legitimacy to the

Understanding ‘Controllable vs.
Uncontrollable’ Time

argument, some of the time. If your job is customer facing and
the people who are taking up the time you planned to be doing

something then it is legitimate except that they aren’t wasting
your time, because they are your raison d’etre.

In most cases the phrase would be more accurately put as:
“I’d be really good at “time management”; but every time I make
a plan, someone else comes and I allow them to waste my time”

People who are effective in using their time productively take
responsibility for and control of their time usage. They have a
sense of control, rather than allowing other people and other
things to manage and control them.

You may not be able to be 100% successful in your management

of your time, but by understanding that you have a degree of

control, and by using the tips found in this management guide
you will be able to get a lot more done.

N

o two people’s jobs are identical; everyone needs to

identify what is within their sphere of control and what

is outside it. However just because something is outside your

control, that doesn’t mean that you can have no say at all in
what it effects. You can still have some influence.

“Circumstances are beyond human control, but our conduct is
in our own power.” – Benjamin Disraeli

Here are some examples, drawn from peoples’ real life examples.
1. I used to be an excellent procrastinator, but I found some
techniques to help me stop and now I never procrastinate, I
leave procrastination until tomorrow!

2. I used to get distracted easily by pop-ups and emails
with great offers, but now I have blocked pop-ups and
turned off the incoming mail alert, I only handle emails

at specific times of day and then only when I’ve cleared
my ‘to do’ list.
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End of Sample
To get the full version for this Guide please go to
www.managementguides.co.uk
(bulk discounts available for your team or department)
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