Task Analysis-Time Management

Expected Performance

Eastern Hemisphere office personnel will evaluate tasks for difficulty and urgency, and acknowledge and give an estimated time of resolution within 24 hours.

Existing Performance

Eastern Hemisphere office personnel are not meeting deadlines and activities, and responding to client emails more than 24 hours later or never at all.

Data Sources

Subject Matter Expert (SME) – BP Administrative Assistant 

Online Sources:  


http://www.businessballs.com/timemanagement.htm

https://lsc.cornell.edu/LSC_Resources/20stepstotimemgmt.pdf
http://www.mindtools.com/pages/article/newHTE_91.htm
Task Characteristics

Time Management Training Tasks

Methods for Time Management offers specific activities that are necessary to evaluate tasks for difficulty and urgency.  This represents the simple and complex decisions that people make on the job to perform this task efficiently. 

Required tools

· A business issued Outlook 2010 email account
Prerequisite skills 

· Learner must have basic user knowledge of Outlook 2010 email and calendar, including creating/changing email file folders and calendar invitations/tasks.

Legend
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  Tip:  Additional recommendation and advice

Completed Task Analysis  

Organize your time.

1.1. Remove any distractions that you can control such as noise or clutter. 
1.2. Schedule specific times to check email 
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View emails first thing in the morning, one time per hour during the day, and thirty minutes before you plan on leaving the office.

1.3. Set up email filters/rules

1.3.1. Create an “Action Items” folder 

1.3.2. Create an “Archive” folder (Reference A)

1.3.3. Use the “Tools, Organize” or “Tools/Rules” function in your e-mail program to color-code incoming e-mail from your boss or key team members so they stand out from the others.

2.  Prioritize tasks for importance and urgency.

2.1. Read emails in inbox (oldest first) and use the below decision table to respond to and organize emails.

	If:
	Then:

	If you see any color-coded emails
	Then read those first

	If you can reply to an email in under two minutes
	Then reply immediately and delete the email before moving to the next

	If unable to reply to an email in under two minutes
	Then place in the “Action Items” folder

	If any other emails remain that do not require a response
	Then place in the “Archive” folder

	
	


2.2. Reply to all remaining emails (those in the “Action Items” folder), acknowledging receipt and explaining that you will reply again with a resolution soon.

2.3. Create a schedule with remaining tasks to complete.

2.3.1. Score items in the “Actions” folder based on the Prioritizing Scoring Table (Reference B).

2.3.2. Based on your scores, create time (as an appointment) in your Outlook calendar to complete the tasks.  The highest scores should be performed first and the lowest scores last.

2.3.3. Leave one hour available each day for emergency situations or tasks that may arise unexpectedly.  Ensure that you block this time as an appointment on your calendar based on the available time that specific day.

2.4. After tasks have been completed each day, update your Outlook calendar to reflect the changes.

2.4.1. Delete any completed tasks.

2.4.2. Move any unfinished items to the following day. 
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The goal is to not have any unfinished items.  But, on the rare occasion this happens, start with these items at the beginning of the next day.  

Reference Section – Procedural Analysis  
Reference A – Archive Emails

1. Set up Archive File. 

1.1. Select: File > Info > Cleanup Tools (Mailbox Cleanup).

1.1.1.   Click on Archive in the dropdown box.

1.1.2.   In the window that opens you can change the settings to Archive the below.  Select an option based on your specific need.

· All your folders and subfolders. 

· A single folder and all its subfolders.

· Set Outlook to Archive everything before a specified date.

1.1.3.   Click ‘OK’ and the Archive file will be created and attached to Outlook.

NOTE:  The Archive process will then run using the settings you previously entered. All email received before the date you selected will be moved to the Archive file. If the email being archived is in a folder named John Doe, it will be stored in a folder named John Doe in the Archive file. If a folder does not have email old enough to be archived, the folder will not be created in the Archive file until it does.  

1.1.4.   Right-click on the Archive and select ‘Close archive’. 

Drag and drop any emails you choose into the archive file.

1.2.   Mouse over the desired item and hold the left click to capture it.  Drag it over the desired archive folder and let go of the left click.  

Reference B – Prioritizing Scoring Table:

1.  Rank tasks in the “Action” folder based on the table below.  The higher the total score, the more important and urgent the task is.  These should be prioritized first.
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The first few lines of the table are basic examples for additional guidance.
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Important activities have an outcome that leads to us achieving our goals, whether these are professional or personal.
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Urgent activities demand immediate attention and are usually associated with achieving someone else's goals. They are often the ones we concentrate on and they demand attention because the consequences of not dealing with them are immediate.

	Task
	Deadline must be completed that day

2 points
	Color Coded

1 point
	Important and Urgent

4 points
	Important but not Urgent

3 points
	Not Important but Urgent

2 points
	Not Important and not Urgent

1 point
	Total Score

	Reserve room

for Mr. Bob at noon


	2
	1
	
	
	2
	
	5

	Schedule catering for next week
	
	
	
	3
	
	
	3

	Cancel the Finance Course that has cancellation fees
	
	
	4
	
	
	
	4

	Friend wants the recipe of a treat you made and brought to work 
	
	
	
	
	
	1
	1

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


What Is Critical, Difficult, and Complex

2.1 Read emails in inbox (oldest first) and use the decision table to respond to and organize the emails.

2.1.2.1. Score items in the “Actions” folder based on the Prioritizing Scoring Table (Reference B).

2.1.2.2 Based on the scores, create time (as an appointment) in the Outlook calendar to complete the tasks.  The highest scores should be performed first and the lowest scores last.

