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A. Rationale

· Research is highly unstructured, so important to impose order to make progress efficiently
B. Time Management Tactics
Goals
· Goals guide how to spend time and energy

· Work backward

· Long-term goals (3-5 years)

· Intermediary goals (6-12 months)

· Short-term goals (1-4 weeks)
Big-Picture Timeline
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Short-term Priorities
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Day-to-day

· Find ways of cutting out the most distracting elements of your day (email, phone, distractions for people walking past)

· Quick phone call over email/texting

· Rotating tasks (serial multitasking) reduces boredom and frustration

· Delay gratification: Completed dreaded tasks before less-dreaded ones 
· Find ways to effectively use small blocks of time

· Self-monitoring fosters efficiency
C. Saying “No”
Why

· Important for streamlining your life so that you can focus on priorities that will facilitate your long-term goals
How

· Saying “yes” frequently (and when under low stress) will buy idiosyncrasy credits that allow you to say “no” to things inconsistent with your priorities (and when under high stress)

· Can say “no” indirectly by reducing effort (reducing standards, slacking off, loafing, ignoring), though need to be cautious
· Can say “no” by disconnecting, or not being available 24/7, which also activates the scarcity principle, potentially increasing perceived value

· “Wow, Dr. Smith, thank you of thinking of me for this. I really appreciate it. Right now, I’m working on doing the data coding, training three new research assistants, and finishing the IRB paperwork so that we can get the project completed and the abstract submitted to the conference on time. I’m pretty bogged down with orgo right now and grad school applications. I’d really like to help but only like to take on a task if I know I can see it to successful completion.”
· Appreciative

· Emphasizes existing tasks

· Uses some realistic externalizing

· Emphasizes personal standards of quality-control, dependability

· Could ask the person to help reduce some of the existing tasks to facilitate your role in taking on new ones

D. Further Reading

· Howard Hughes Medical Institute

· Training materials available for download or print, free of charge

· General page
· Making the Right Moves (advanced)

· Training Scientists to Make the 
Right Moves (very advanced)
