Organisation write-up
· It’s not how you do it – it’s that you have a method, whatever it is
· You need to learn to prioritise
· What do you do when you already have a booking but you get a better offer? Most people would tell a white lie to their original booking
· You shouldn’t feel guilty every time you stop working to relax
· When you go on holiday, you should cut yourself off from the real world
· You can block your time giving yourself specific periods but this means you might have to stop in the middle of several tasks and finish them later
· When you’re working, turn your emails off, and your phone off, so you don’t get distracted when new emails come in
· Better yet, set your email to not automatically check for new mail so that you have to manually check it each time and therefore only check your inbox when you want to
· You can insentivise yourself with treats and Facebook time
· You need to delegate!
· Delegation is the most important role of a manger
· Use SMART targets – specific, measurable, agreed, realistic, time limited
· You need to give some trust to the people you delegate to – they might not do it your way but they will do it, and do it well (hopefully)
· Quality of work – sometimes you need to say I only have x amount of hours so I’m only going to do it quickly rather than working about quality as much
· A big problem is when committee become entrenched and there is no fresh blood or new ideas
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