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“. . . Alice sighed wearily.  "I think you might do something better with the time," she said, "than wasting it in asking riddles that have no answers."  "If you knew Time as well as I do," said the Hatter, "you wouldn't talk about wasting it.  It's him."  "I don't know what you mean," said Alice.  "Of course you don't!" the Hatter said, tossing his head contemptuously.  "I dare say you never even spoke to Time!"  "Perhaps not," Alice cautiously replied; "but I know I have to beat time when I learn music."  "Ah!  That accounts for it," said the Hatter.  "He won't stand beating.  Now, if you only kept on good terms with him, he'd do almost anything you liked with the clock.". . .”
                                                           At A Mad Tea-Party from Lewis Carroll's Alice's Adventures in Wonderland
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     While there are 60 seconds in a minute; 60 minutes in an hour; 24 hours in a day; 7 days in a week; and 365 days in a year, there never seems to be enough of it.  It's all about time!  Tick, tock, tick, tock, tick, tock . . .  Big time; borrowed time; crunch time; daylight-savings time; drive time; face time; hard time; high time; killing time; on time; quality time; time zone; time-consuming; time flies; time frame; time limit; time line; time out; TIME'S UP!
     Up late into the evenings, many individuals are trying to take advantage and enjoy play-time at sporting events, concerts, plays or at all night entertainment spots (such as internet cafes, night clubs, etc.); while others attempt to complete chores that could not be accomplished during daylight hours, like laundry or grocery shopping at 24-hour stores; even businesses keep graveyard shift hours to do transactions with foreign markets.  Hours normally reserved for sleep have been divided into tiny slots to get more time usage out of the day.  We have turned into a society that is too busy to even sleep, with neon signs flashing on many of our streets.

     Like a moth attracted by the light of a flame, my attention was caught by the intriguing 2004 book entitled, No B.S. Time Management For Entrepreneurs The Ultimate No Holds Barred, Kick Butt, Take No Prisoners Guide To Time Productivity And Sanity.  The author, Dan Kennedy (who is also an entrepreneur, consultant, and guest speaker) updated his 1996 version and had it published by Canada's Entrepreneur Press.  Mr. Kennedy brings a unique, unusual, strict, rigorous, yet funny perspective on managing and maximizing time usage in today's market place.  The careful reader, who is eager to learn, can glean much for their future success, even though this book is directed at entrepreneurs or salespeople.  Since he offers a wide variety of insights into time management, this book report will concentrate on only a few of them.  With this is mind, we will examine how one can enhance personal productivity by mastering an understanding of controls on time usage to become a more successful individual.

     One great way to identify an employee who possesses respect and integrity is their punctuality.  The author firmly believes (and even devoted a whole chapter to it) that an individual cannot be trusted, if they cannot keep appointment times, scheduled commitments, or stick with a schedule.  He will inevitably choose not to do business with this type of person.  Chronic lateness or deliberately being late (to try to seem more important) shows a lack of respect for others and their time.  Therefore, it is imperative to be disciplined enough to be on time, at all times.

     To respect time as being valuable, we must also be aware of its actual worth or cost.  The first chapter of the book was spent in a discussion of focusing on a specific dollar amount one can assign to the productive (or billable) hour of work.  In others words, if you know what your time is supposed to cost per hour this could change your perspective on what you allow to use up your time.  We need to be vigilant to keep in mind that "time is money."
     We are challenged as workers to take an in-depth look at earning our pay and safeguarding our time by being more alert.  We should conduct a stake-out to learn to tame the telephone (including the cellular).  We somehow feel compelled to answer a ringing telephone, even if the task at hand is the known priority.  We need to arrest this impulse and learn to return calls later.  The author suggests if we answered every incoming call we would lose many productive hours.  Using his formula, if an average call takes three (3) minutes; add an additional 10 minutes to reorient after each interruption; take those 13 minutes and multiply by the total number of received calls (say at a minimum 20 calls); that would be equal to four (4) hours of lost time.  By letting the answering machine take a message or using the display or caller ID features to screen callers (if it is your boss answer it), we can capture and control our time usage.  Taking a direct look at our "MO" (modus operandi) can lead to enhancing our own personal productivity.
     By being distracted from getting the job done, "Time Vampires," can put us into a hypnotic trance and can use up our valuable time.  Being able to recognize and identify them on sight is the first step in protecting ourselves from them.  There's one, "Mr. Have-You-Got-A-Minute," that 
lurks in the dark shadows (e.g., hallways, elevators, restrooms, parking lots, etc.) to catch you wherever possible.  To drive a stake into his heart, set up an appointment for another time of the day to tackle his issues.  A garlic strategy to ward off "Mr. Meeting," is to schedule them before 
R. GARETT, PAGE 2
lunch or just before quitting time.  The vampire will be eager to get it done and over with, so he can enjoy the night life.  You might also want to have some sort of preexisting exit plan for every occasion.  "Mr. Trivia" tries to get others off track by constantly interrupting.  To stop and steer him back on track, use the mirror to mimic his style and "interrupt the interrupter."  The cross can be used on the "Soap Opera Vampire" (those individuals that turn everything into an emotional crisis) to control their path.  Just change their course by giving them specific instructions or directions on what they need to do.  If we implement some of these tactics we can happily increase our individual productivity of protection.  So use those stakes, garlic, mirrors, crosses, etc.!
     A time waster can strike at anytime, anywhere--so it always pays to be prepared.  As we have seen, there are several individuals in our work places that do not seem to value our time.  I have come across the "Office Cruisers," folks like Ms. Social Butterfly (who want to talk about the latest entertainments); Mr. Jokester (who always wants to share several anecdotes or jokes); or The Drone (who persistently grumbles and complains).  In my work experience, I have developed the habit (whether good or bad) of maintaining my focus and intensity, and remaining persistently and obviously busy at my desk.  By this means, I have persuaded others (without them realizing it) to keep their visits short and to the point.  During some of these brief office visits, I have chosen to continue work related conversations instead of answering the ringing telephone.  I assure my customers of their priority and inform them I will get back to the caller at a more suitable moment.  This allows me to obtain the necessary information before returning a call, whereby ensuring it takes a minimum amount of time.  Through learning about these self-observations, I also realize that it has frustrated me that co-workers treat the organization and others with such blatant disrespect in regards to punctuality.  I have personally witnessed employees who are habitually between 15-30 minutes late each and every day!  These same individuals consistently leave at their regularly scheduled end of workday times, with no adjustment made to make up their tardiness.  My opinion is that chronic lateness places a strain on working relationships within the office.  So, in order to lead by example, I have adopted and incorporated into my work life, the Code of Ethics for Government Service, Number III, Public Law 96-303, July 3, 1980:  "Any person in government service should GIVE A FULL DAY'S LABOR FOR A FULL DAY'S PAY; GIVING EARNEST EFFORT AND BEST THOUGHT TO THE PERFORMANCE OF DUTIES."  As the first line of defense, I emphasize this as a part of my in-processing of newly hired employees.  I personally believe it is the responsibility of every worker and leader to show respect, integrity, and citizenship when working for the Federal government.
     Many professionals have invested and paid astronomical amounts of money to increase their efficiency by mastering their use of time.  As I discovered, this book is about many things that can be done to achieve peak personal productivity.  And, once I began reading it, I decided to spend my own hard earned cash to purchase my own copy.  Accordingly, given all the above, this book definitely addresses leadership/management skills such as influencing/negotiating, team building, resilience, interpersonal skills, oral communication, personality, and human behavior issues.
     Overall, I have learned that there are enumerable benefits to becoming the master designer of my own time management.  By custom fitting it based on my goals, style, or way.  We just have so many more choices and opportunities on how to spend our time.  We need to take an honest look and develop new innovative ways of getting things done in a reasonable amount of time.  So that we can be on time!
     Identifying and implementing several time management styles and control techniques can lead to the life we want.  Our success can be determined by the degree to which we achieve peak productivity by the use or misuse (or abuse by others) of our time.  We must be aware, all the time, of the passing of time.  So remember, safeguard your time, value your time, earn the dollar value of your time, wisely use your time, and especially do not let others steal, waste, or abuse your time.  Now, it is time to get back to work!  Listen as the alarm clock begins to loudly chime -- Bong, bong, bong!.!.!.!.!.
