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an FM’s Perspective

Each day we have a precious 24 hours to live our lives. During that time, we sleep, eat,
work and socialize in various proportions. Based on the unique workload that facility
professionals are faced with, a common complaint is — “Not enough time in the day!”
Inefficient time management affects all of us. Unfortunately some of us are more
affected in a negative way than others. How do you get better at controlling your day?
How can you get it all done and still have a life?

There are a number of issues that cause us to be ineffective time managers, so let’s take
a look at just a few:

Drop in Visitors
Telephone Time Wasters
Inability to say “No”
Trying to do too much
Procrastination

Lack of priorities

Refusal to Delegate

So lets briefly talk about a few of these issues. First, drop in visitors. When you allow
drop in visitors to “steal” your time, you are not respecting your busy schedule.
Determine if the visit is a legitimate job related issue of just social. Next, is it urgent or
can it wait? Try these ideas: Remove the chairs from your office or use a script such as
“How much time do you need? I can give you 30 seconds now or 30 minutes after
lunch.”

Next, let’s talk about the telephone. The average unplanned telephone call takes eleven
minutes. Most of this time is spent in needless over-socializing. Do the math! Suppose
you field just six calls per day and each is eleven minutes in length. You'll spend over an
hour a day on the phone, with most of the time being wasted! Get to the point and
finish those calls!

Delegation is usually a weak point for those managers that don’t manage their time well.
“Nobody can do the job as well as I can.” Probably true — but the cause of many of our
time management problems. Decide what tasks are core to your job and focus on those
areas. Allow your team to grow by delegating new and challenging tasks to them.

Unfortunately we've been conditioned to “Go the extra mile, think outside of the box”.
Saying no is often viewed as a character flaw. You owe it to yourself to say no, when
your schedule cannot absorb another project — say so! Offer to do the project if another
project can be delayed. Delegate. If you find difficulty in saying no, ask: “What is the
worst that can happen if I say no?”
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supreme confidence!

Consultant will contact you shortly.

To remove your name from our mailing list, please click here.

Are you searching for targeted training for your facility management department? Don't ignore the
benefits targeted training can provide your employees! Don't settle for "training in a box" or a

We can work with your group to logically introduce new and improved ways to manage their
complicated portfolio. Our expert trainers have been in the trenches and have endured the very same
problems your employees are experiencing. They can help your employees move forward with

If you're curious about onsite training and how it can benefit your organization, why not take a
moment and drop us an email : enquiry@fmsolutions.biz , tell us your training needs and our FM

Upcoming FM Events in
Singapore

e 17th & 18th December 2009
Operations & Maintenance

By providing Best Practices O&M
service, you can increase customer
satisfaction and enhance the value
of the facility and the facility
department.

e 5th January 2010
1st FMP Evening Class

Whether you are pursing a
credentialing program, looking to
enrich the education of your team

members or you simply want to
raise your level of expertise, IFMA’s
FMP program will add depth to your
knowledge.

14th & 15th January 2010
Leadership & Management

Do you know how to use people,
places and processes to help you
build the type of FM department
that’s right for your organization?

e 21st & 22nd January 2010
How FM can add value to
Organisation

Drop us a email to find out more!
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Would you be interested in bringing the FM Consultant onsite?

Questions or comments? E-mail us at info@fmsolutions.biz or call 65 6100 3672




