
Time Out! Time Out To Be One of the Best!


Time, ref.” “Time out, Ref.” As a referee, I find myself frequently being called on to allow a team a time out. 


A time out only works if the team requesting the time out has the allotted number of time outs remaining and all of the playing time has not expired. Typically, a time out is called to rethink game strategy, settle the players down, or substitute a player to maximize a scoring opportunity or minimize an injury impact. 


In your busy work day, do you ever call ‘time out’? Do you ever take the time to call ‘time out’ to rethink your selling or managing strategy for the day? Do you allow yourself time to recover from an emotional success or defeat? When do you substitute to maintain your physical, emotional, mental, and spiritual well-being? 


Successful salespeople and managers know where their time goes and where it should go. They also know that time is not taken away by others, rather it is usually given away thoughtlessly by themselves. 


Here’s a quick refresher on time management. It is based on a three pronged premise I learned a few years back at Knight - Ridder Newspapers - planning time, organizing time, and controlling time. 

Do you know and understand how you have given away your time? Do you keep a time log, typically in 30 or 60 minute increments, to reveal 

where your time is used, abused, and wasted? Do you review your log on a regular basis, at the end of each month just as you do your sales or revenue reports to identify time opportunities and time takers (the telephone,  email, the Internet, unscheduled appointments or meetings, indecision and procrastination by you, inability to say ‘no’ etc.)? 

Do you know yourself and the value of time? When is your best time? When are you most productive? Match your best time with those key challenges, and slack time with those lower priority goals. What’s the value of your time? When is your creative time? Ask yourself what’s the best use of my time at this instant. Take advantage, your best advantage of time. 


Plan your workday BEFORE it begins, be specific. 

Have you established a strong priority system? Remember that a priority is a key activity that will be responsible for generating results and leading you to your goals. Identify each and every task as ‘To Keep’ or ‘To Pass’. Any and all tasks that can be delegated should be marked ‘To Pass’. Ask yourself if routine tasks have been minimized or delegated to others. The remaining ‘To Keep’ tasks should be either classified as ‘urgent’ or ‘important’. 

Do you cluster tasks together due to their similarity in location, or resources needed, or simply and obviously they belong together? 

Are you flexible? Typically, forty to fifty percent of your day can NOT be scheduled. Is the remaining scheduled half day or so truly worth the time, effort, and commitment you are making to it? 


All of the above should help you identify where you are giving away your time and help you determine if retooling your plan will assist you in allotting your time in a more beneficial and productive manner. 


Last but not least, here are some time tested (!!) time saving questions to ask yourself and to share with your staff. What would happen if this task were left ‘til later, or not done at all? Is there someone else who could do this, and possibly, do it better? Will this task, if assigned to someone else, help them grow and innovate or will it only waste their 

time? Is it possible to eliminate or possibly combine this task with another? 


Incorporate the aforementioned questions in your daily routine, and you may suddenly find yourself with more valuable time on your hands ... time to invest in yourself! 
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