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Just Enough Hours in the Day: 
Time Really Is On Your Side
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Introduction

You’ve probably heard someone exclaim, 
“There just aren’t enough hours in the 
day!” Maybe you have been the one to 
utter those words, torn between priorities 
on your to-do list or confronted by people 
whose agendas seem to take over your 
own. Perhaps you’re challenged by the 
need for more personal time—time to 
exercise, take a much-needed vacation or 
just be with family.

Whether we view time as a friend or a foe 
is primarily up to us. “Time is a friend 
because it gives you the opportunity to 
manage activities, both work and play,” 
says Christopher Boutin, Director of 
Audit Services for Baystate Health, Inc., 
in Springfi eld, Massachusetts. Chris was 
lucky to be mentored early in his career 
by a boss who told him that for every 
instant used in planning, time is received. 
Marianne Culich, Director of Internal 
Audit at SwedishAmerican at the Plaza 
in Rockford, Illinois, also sees time as a 
friend. “I like schedules and deadlines,” 
she said, “and I like the structure that 
time provides.”  

Time, in its purest sense, is “like oil,” said 
Steve Rinaldi, Director of Internal Audit 
at Glens Falls Hospital in New York. “We 
have a limited supply and no one really 
knows how much of it we have until it 
will run out.”

Maybe, in the words of Mick Jagger and 
the Rolling Stones, time really is on your 
side.

Good News

What do you have in common with 
genius Thomas Edison, Renaissance man 
Leonardo daVinci and media mogul 
Oprah Winfrey? Genius or common folk, 
we all get 24 hours in a day. There’s a high 
correlation between successful people 
and how they leverage their resources, 
and time is the most precious resource of 
all. So how do we get a grip on time, that 
elusive gift?  

Pick a Planner, Any Planner

There are three things you need to 
manage your time. Let’s call these your 
“existence systems,” because they are the 
tools you need to put your priorities into 
existence.

The fi rst is a calendar. Whether it’s 
electronic or paper doesn’t really matter…
what matters is that it works for you. Use 
only one calendar to avoid confusion and 
double-booking. Some organizations use 

a common calendar system like Outlook 
so you may need to adapt your calendar 
in order to manage your personal 
schedule. Gail Hormats, Manager of 
Audit Services for Baystate Health, Inc., 
uses Outlook and synchronizes all tasks 
and appointments between her work 
computer, her handheld device and 
home to ensure all commitments are in a 
single location. And, she says, “Staff have 
access to my work calendar to manage 
meetings,” a key ingredient in getting 
their support.

The next thing you will need is an 
ongoing to-do list. Again, you may choose 
to manage your task list electronically 
or you may prefer to have a written list 
within your planner or in a separate 
notebook. Some people love Post-Its™ but 
be careful: you may end up with so many 
Post-It notes that you’ll get buried like the 
Jim Carey character in the movie “Bruce 
Almighty.” Use temperance when jotting 
things down on notes and quickly transfer 
them to your “master” to-do list.  

Steve Gasparich, Regional Director of 
Providence Health and Services, uses a 
combination of these tools to manage his 
day. “I use an electronic calendar and 
then supplement that with a small spiral 
notebook for taking notes,” he said. “I use 
the margins of the notebook to remind 
me of items I need to do and either do 
them or schedule them into my electronic 
calendar.”  

The third thing you will need is your 
Rolodex or contact management system 
in order to be able to access people’s 
names, phone numbers and e-mail 
addresses. Whether you are using a 
computer database or old-fashioned 
business cards doesn’t really matter, as 
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long as you can find the person’s contact 
information. Like most matters related 
to time management, staying organized 
is key.

Organization is joined at the hip with time 
management. Staying on top of clutter 
helps keep us on top of our schedules. 
One of the ways Gail Hormats has been 
successful is to “keep things neat. I tend to 
have a chaotic desk and ‘file by pile,’” said 
Ms. Hormats. “When my piles get out of 
hand… I have to take time to reorganize so 
I can find what I’m looking for.”

Building and maintaining your network 
is one of the smartest ways you can save 
time, according to Marianne Culich. “My 
network is a time management tool,” she 
said, emphasizing that the AHIA listserv 
is an excellent way to leverage time. 
“The listserv gives us the chance to share 
information and network and answer a 
wealth of questions, even if we can’t do it 
in person.”    

Beware Saboteurs and Personal 
Gremlins

There are all kinds of roadblocks to time 
management, “saboteurs” that tend to 
derail us:

Lack of vision Without vision, the 
tasks we perform, however timely, 
don’t add up to much progress. Mark 
Moreau, Manager of Internal Audit 
at Danbury Hospital in Danbury, 
Connecticut, says “Spend time on 
what is important to your company, 
your boss and your customers and 
not what is easy to do or what you 
like to do.” He shares a story about 
a typewriter factory in Glasgow, 
Scotland, that had a 50-year 
supply of a particular part. “When 
asked why they made so many, they 
responded because the factory and 
its workers were good at making that 
part,” Mr. Moreau said.  

Lack of planning Within the context 
of a plan, priorities fall into place. 
Discipline is still required but at least 
the written plan provides a roadmap 
on how to get where we want to go. 
For Steve Gasparich, success means 
“planning and reviewing what needs 
to be accomplished each day, week or 
month  deciding what is important and 
eliminating what is not and delegating 

important work that can be performed 
by others.�

Lack of support Whether you call it a 
team or a “posse,” these are the folks 
that support you in accomplishing 
your goals.  

And just as there are saboteurs, there 
are “gremlins” which can sneak up on 
you and make even your best efforts feel 
futile. These include: 

Perfectionism We all want to do a 
good job. But sometimes, the need to 
be perfect can slow us down or even 
paralyze us.

Procrastination When we have a 
deadline looming, the urge to check 
our e-mail, organize our files or visit 
someone in the office next door may 
come upon us and take us off track.

Interruptions Also known as “the 
tyranny of the urgent,” these are the 
distractions that can eat into your 
day, leaving you to wonder what you 
accomplished, if anything.  

“If you spend time doing the things 
that are important to your success and 
happiness, then great benefits will be 
reaped,” says Dennis Smyser of the 
Mayo Clinic’s Internal Audit Services 
in Jacksonville, Florida. “However, if 
you spend your time helping someone 
else meet their priorities, then time may 
become a foe because of not focusing on 
your own priorities.” He cautions, “Be 
sure to build flexibility into your schedule 
so when important matters arise that you 
have the ability to work those into your 
priority list. Being flexible is what peers 
and close associates really take notice of 
and appreciate.”

And Glen Falls Hospital’s Steve Rinaldi 
adds that it’s critical to avoid time 
wasters. “At work I try to limit meetings 
to 30-45 minutes,” Mr. Rinaldi said. “Any 
gathering that requires more time [than 
that] isn’t a meeting, and suggests that 
preparation to discuss a specific issue was 
incomplete or either wrong or too many 
players are in the room.” 

Keep Your Eye on the Prize

Your goal may be to increase your 
productivity and results; to get out from 
under a crushing pile of paperwork in 
order to be more effective; or to create 
a work environment in which ideas 
can really flow. According to Marianne 
Culich, the most successful people 
make the most efficient use of time. 
“Some people, though very bright and 
thoughtful, become ineffectual because 
they can never get anything done. And 
others have a great reputation for getting 
things done.” Mark Moreau says it 
another way:  “The topic of managing 
time reminds me of the phrase ‘pick your 
battles wisely.’”

Here are some recommendations from 
Julie Morgenstern, time management 
guru and author of several books on time 
management and organization. In her 
book Never Check E-Mail in the Morning 
and Other Unexpected Strategies for Making 
Your Work Life Work, Ms. Morgenstern 
offers the following recommendations:

Embrace work/life balance Rather 
than leaving this for last, Ms. 
Morgenstern suggests that taking good 
care of your health—mind, body and 
spirit—is a prerequisite to good time 
management.  

Develop an entrepreneurial mindset 
By embracing your choice of work 
and aligning your mission with your 
company’s mission, you have an 
opportunity to cultivate your value 
to the organization and to yourself. 
Think of yourself as self-employed and 
budget your time accordingly.

Choose the most important tasks Ms. 
Morgenstern’s recommendation is 
to “dance close to the revenue line,” 
focusing on priorities that will give 
you and your company the biggest 
return on investment. Mr. Smyser of 
the Mayo Clinic concurs. “Starting 
or ending your day with an updated 
prioritized list of what you expect to 
accomplish is a technique that helps 
one not to waste time,” he said. 

If you spend time doing the things that are important to your 
success and happiness, then great benefits will be reaped.
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Create time to get things done Julie 
Morgenstern warns us “never check 
e-mail first thing in the morning.” She 
recommends setting aside the first 
hour of the day to plan your day and 
schedule e-mail time accordingly. We 
all know how easy it is to get lost in 
responding to e-mail, only to look up 
and see half the day is gone.

Control the “nibblers” Manage 
interruptions and apply what she calls 
“selective perfectionism.” This may 
be difficult for an auditor whose very 
livelihood depends on being precise; 
however, like Mr. Moreau, the author 
encourages us to pick our battles 
wisely and manage accordingly.

Organize at the speed of change This 
may mean rearranging your work area 
to accommodate flow. Spend some 
time creating work zones, toss as much 
paper as you can (recycling, of course) 
and weed as you go.

Master the art of delegation Rely on 
team members and employees to do 
jobs that are not appropriate for you, 
and be patient but persistent about 
returning work that isn’t complete or 
doesn’t meet your standards. Do not 
fall into the trap of thinking it is faster 
or easier just to do it yourself.

Take the Oath

Data suggest that multi-tasking is actually 
counter-productive. Multi-tasking can 
even be lethal, as in a recent news story 
about a train engineer who was allegedly 
text-messaging when he caused the worst 
train accident in the history of the U.S., 
killing himself and hundreds of other 
people. While this is an extreme example, 
it’s a good reminder that our brains are 
wired to do one thing at a time.

Steve Rinaldi agrees. “Time management 
is a function of understanding priorities, 
organizing priorities and executing,” 
he said. “I believe too many people are 
distracted by technology which causes 
inefficiency. For example, must we look at 
every e-mail as it arrives on our desktop 
or our Blackberry? No, and I would argue 
that an immediate response to an e-mail 
may not be the best response,” he asserts.

When you are “listening” to someone 
but also checking your Blackberry, you 
can be pretty sure you won’t remember 

much of what you have just heard. This 
also can cause miscommunication and 
create resentment and hard feelings. To 
maximize the time you have, practice 
being in the moment. Raise your right 
hand and take the following oath:

“I, ___________ (your name here), 
promise to cease and desist from all 
multi-tasking because it’s ineffective, 
potentially dangerous and it robs me of 
the present.”

Being present when you are at work or 
with family and friends is one of the 
greatest gifts you can offer and one of 
the most successful time management 
techniques there is.

And remember, time management is 
a work-in-progress. “Don’t be afraid 
to study time management or take a 
class on it,” advises Chris Boutin. “I’ve 

had the good fortune to get help from 
[authors] Stephen Covey, David Allen 
and Frank Felberbaum. Stephen Covey 
helped with habits. David Allen said 
remove tasks out of the mind by listing 
them down. Frank Felberbaum taught 
me methods to remember things that 
need to be done.”

Enlist support, learn from the masters and 
keep practicing. Managing your time is, 
after all, a practice. When it comes to time 
management, be sure to give yourself—
and others—lots of grace. NP

Vickie Austin is a business and career coach 
and owner of CHOICES Worldwide, based 
in Wheaton, Illinois, with offices in Chicago 
and Phoenix. To receive a bibliography of 
books related to effective time management 
or to share your own time management 
challenges and triumphs, write Vickie at 
vaustin@choicesworldwide.com.
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