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Foreword

A Modern Concept for Real Time Intelligence

For many people, the idea of achieving exactly what they want, in less time and without stress, and not only three days a week but continuously, is a pipe dream. Things can look very different in reality. Life is busy and chaotic, and often we only have time to get the things under control that are absolutely necessary. In such situations, work often stops being fun, and we end up sacrificing the quality of the work we produce. This problem affects so many people that Zach Davis was motivated to make an extensive study of the topic of time mastery. Thousands of participants in Zach Davis’s time intelligence events have shared their experiences in this area, and these stories feed into the recommendations and analyses in this book.

Ineffective time management can cause disruptions in every aspect of life. It can affect our whole personality and the impressions we make on others, and over time it can become a burden at work as well as in one’s private life. Each and every step toward escaping this rat race can have a positive impact on your life, and even a small impetus for change can work wonders.

The dream does not need to remain an impossible one. Zach Davis and his young colleague Juliana Kushner will show you a new and direct path to autonomous time management, knowing full well that the old methods of classical time management have lost some of their luster. This book provides a long-overdue update on the topic, along with intriguing and astoundingly effective strategies. Whereas previously we often found ourselves rushing from one task to the next, trying to put out one fire after another, we will now see potential, new solutions. Here’s how I like to describe one of the problems with regard to time mastery:

None of us has time to organize our papers and our desks, but we all have time to go searching for what we’re looking for.

This is also the starting point for Zach Davis. We learn how much more effective it is to improve the process itself rather than simply continue struggling within the process. This way we can develop foresight and effective strategies, so that we prevent the fires before they even start.

After all, most people whose time management is in a state of disarray know that many tasks would be accomplished more easily if they were approached in a methodical and structured fashion. While there is rarely a dearth of solutions, the actual execution is often lacking. The result is a state of dissatisfaction that can last weeks, months, or even years. In the meantime, people carry out important tasks in an uncoordinated or negligent fashion; this situation, in turn, means that more and more time needs to be spent on correcting the mistakes and omissions left over from yesterday. Plans and intentions that are important for the individual are totally neglected, although exactly these steps are necessary to implement the change that is long overdue.

That is why this topic is so important today. When professional success or private life fall by the wayside, there will necessarily be dissatisfaction – which means that stress and lack of motivation will further exacerbate the situation. After all, time mastery means far more than simply keeping your appointments. Davis and Kushner go right to the root of the matter and in the process debunk many myths that are contained in classical theories of time management. They have managed to create a novel and (literally) timely concept that does not theorize in an abstract way, but rather presents concrete suggestions for how each and every one of us can deal with the factor of time in our lives.

As you begin reading this work, you will probably recognize yourself in many descriptions and start to realize after only a few pages that there is a way to escape from the misery. Many of us feel we are in the midst of a labyrinth made up of stress, time pressure, and last-minute compensations. With a good dose of humor and an intelligent concept, the authors show their readers a path leading out of the labyrinth. If you want to do more than halfway master the absolutely necessary, I can only congratulate you on your choice of reading matter.

Yours,

Stéphane Etrillard

Best-selling author, speaker, and executive coach
www.etrillard.com


The Best Rescuer in the World

Imagine a river with a raging current. Time and again, people need to be rescued from drowning in this river. Savior Sam always comes to the rescue – he is quick, efficient, and reliable. Often he rescues the victims only at the last minute, but somehow he always manages, although actually there are far too many people to save for just one hero. Day in, day out, through sheer dedication he succeeds every time. Unfortunately, though, he never has the time to go investigate who is pushing all these people into the water half a mile up the river because he is too busy rescuing them.

Does this little introductory story bear any resemblance to your everyday life?


The Reality Regarding Time Management

“In the meanwhile, I work only half-days – just 40 hours a week.”

Does this sound familiar? At the end of a workday you take stock and realize that you were active the entire day and managed to complete a lot – just not any of the things you had intended to get done.

How would you answer the following questions for yourself?

• Do you have the feeling that you react more than you act?

• Do you feel torn between, on the one hand, urgent tasks and, on the other hand, more long-term matters that also need your attention?

• Do you somehow manage to meet your deadlines after all, although you pay the price in terms of many hours of overtime or extreme stress?

If your answer to even one of the above questions was yes, then we have a few exciting topics for the time we will be spending together throughout this book. The aspects described above are the most common ones that come up at the beginning of events on the topic of time intelligence. Many people are convinced that the situation is particularly extreme in their specific environment, which is completely understandable from a subjective standpoint. Interestingly, though, this belief is widely held, regardless of a person’s exact occupation or position. Be it staff or management, be it in the area of banks, business consulting firms, hotels, software developers, government agencies, or the wood-processing industry – it turns out many people are waiting for things to “calm down” again soon.

The bad news is that things are not going to calm down. The world is turning faster and faster. The knowledge available to humanity doubles every five years or so. Modern communication media have changed the world radically and will continue to do so, with ever increasing strength and speed. Do you remember how cell phones and email were originally extolled as devices for saving time? As useful as these technical options can often be, most people, paradoxically, now feel that they have less time, rather than more. How does it seem to you? Do you have the freedom you wish for, the freedom that comes from being in control of your own time?


What’s the Perfect Solution?

Can we offer you the perfect solution? Not really, because each person’s needs are somewhat different and the world is very complex. We have, however, summarized the best strategies, those that have brought improvement for literally thousands of people, based on experience with training and coaching the most diverse range of people – from entry-level employees to managers, as well as world-class experts in their field. Our concepts, principles, and tips will allow you to incorporate your own personal style and to prioritize and pick out the things that are the most appropriate for you personally.

You want to manage more in less time? Who doesn’t want that! Most people, at some point during their lives, deal with the topics of personal effectiveness, time management, setting goals, and saving time. Two reasons typically play a role here. One trigger may be that people notice that the tasks and demands are continuously on the increase, and they wonder, “How on earth can I manage all of this?” It happens often that a department has ten employees, and then one retires and another transfers to a new job. Since these two are not replaced, the department is left with eight employees for the work of ten. If you are familiar with such a situation you are not an exception.

The second reason for people to concern themselves with questions of effectiveness and time management is that they notice, “Somehow I seem to manage everything somehow, but the stress level keeps rising.” One result of this can be the habit of taking more and more of our work home with us – both physically and psychologically. We take some work home with us for the weekend – just to cart it back to work on Monday morning, along with our guilty conscience. Once again, we didn’t manage to finish everything that was expected of us.

Maybe you also know the feeling of being excited when 5 PM rolls around – not because your workday is over, but rather because now you can finally concentrate on the really important tasks without having other people bothering you. The provocative question we would like to ask at this point is this: What exactly were you doing up until 5 PM? Everyone has a day full of emergencies now and then; but if it wasn’t such a day, then most likely your usage of time and your regulation of your own accessibility offer room for improvement.
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