Organisation talk
Organise your life
· You need to be organised yourself
· It’s a great learning experience
Quiz
· Here is a quick quiz
· See how you score
Diary
· Paper diary
· Electronic diary
Organising solutions
· Excel
· Ta Da List
· Remember the Milk
Delegation
· It feels like more work
· It probably is
Scheduling your time
· Write a schedule for your day
· Get a lot done
· Not a lot of flexibility
Remember the milk joke
· I love RTM
· My life’s purpose
· That is of course a joke
· When I do get a girlfriend, “spend time with girlfriend” will be in there
· So they are really working together
Committee meetings – advantages
· Check up on people
· Sign stuff off quickly
· Allocate tasks
· Face to face contact
Committee meetings – disadvantages
· People think turning up is their job and don’t do anything else
· People might not turn up
· Time consuming
Committee communication
· Mailing list
· Forum
· Facebook
Event timetabling
· Do it a year in advance?
· Flexibility
Tackling difficult tasks
· Break it down
Tackling long tasks
· Break it down into smaller tasks
Plan B
· Always have a Plan B
General tips
· Bin stuff when you’re done with it
· Delete it if you’re not going to deal with
· Do one thing at a time
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