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Work Skills Masterclass – Collective input of cohort learning 
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Our Group Contract
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Our Group Contract 
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Creating Psychological safety
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Exploring what makes you effective as a group
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Sharing your hacks to improve effectiveness at work

And what else…..
• Play music to focus on a task
• Schedule time to plan and block book time out of your diary
• Think about ‘how’ you receive tasks and what works best for you e.g. is it easier when it's in writing?
• When are you at your most productive? Schedule work to fit your pattern
• Clear down your inbox, flag tasks and archive old emails.
• Set parameters in email and clarify this with others
• Use the technology available to us and share knowledge with others
• Check my schedule for the week ahead and see what my team are planning to do
• Delegate where possible and appropriate
• Be realistic about how long ‘stuff’ takes
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More hacks…..

Use lists or mind maps as your 
second brain.  Remember our brain 

is not 2D!

The Pomodoro Technique
A time management method developed by 

Francesco Cirillo (1980s) The goal is to boost 
productivity and mange time effectively

How to be a Productivity Ninja
Working smarter not harder!’
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Understanding time

Our perception of passing time 
A difference of 2 minutes between us!

Mesopotamia 3100 BCE Base 60
Egypt Base 12

10 segments
+ 2 for Twilight

36 DECANS (Stars)



9

Our circle of control

Circle of Influence

Circle of Control

Circle of Concern

No concern

Things that are outside of 
my control (reactive)

Things I can influence 

Things I can control 
(proactive)

Stephen Covey ‘The 7 Habits of Highly Effective People’

What can you…..
• Let go of
• Say ‘No’ to
• Delegate
• Challenge upwards (why is 

it important? Intent driven)
• Complete at 80% level 

(lower self-pride)
• Delay
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Managing our precious time

What are the benefits of good time management?

• Increased productivity

• Reduced stress

• Better work-life balance

• Improved decision-making

• Increased opportunities

• Enhanced focus and concentration

• Reputation for reliability and competence
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Managing our precious time
What are your time wasters?

• Procrastination

• Unnecessary meetings

• Multitasking

• Distractions (emails, social media, notifications)

• Perfectionism

• Lack of prioritisation

• Poor delegation

• Unorganised workspace
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Eisenhower Matrix
Urgent Not urgent

Important 

Not 
important 

Urgent and important
Important deadlines

Crises
Emergencies

Last minute preparations
Missed work

Important, but not urgent
Relationship building

Planning / developing strategy
Projects

Lessons learned
Personal & Staff development

Process updates

Urgent, but not important
Routine reports

Routine meetings
Many interruptions

Other peoples’ priorities / failures

Not important, not urgent
Trivia

Extended phone calls
Some ‘enjoyable’ work

Time wasters

1 2

3 4

Time Dependent
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Eisenhower Matrix
Urgent Not urgent

Important 

Not 
important 

1 2

3 4

Do

Much of this work can be a result of poor 
planning.

Reduce time spent in this quadrant by 
focusing on quadrant 2

Schedule 

This is the work that will prevent crises 
and emergencies. 

Aim to spend most time in this quadrant.

Delegate

Empower your team to take 
responsibility for these. Grow their 

confidence and competence. Mistakes 
can be allowed.

Dismiss

Eliminate tasks that do not align with 
your or your organisations objectives and 
goals. Learn to say ‘No’ – do not delegate 

or pass on.
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6 Eisenhower Matrix Tips
Do Schedule

Delegate Dismiss

Urgent Not Urgent

Im
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t
N

ot
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rt
an
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1. Create a to-do list. Try a mind map. 

2. Limit to < 8 tasks per quadrant. 
• Before adding another, complete the most important one first. It’s about finishing tasks.  

3. Align with your manager’s intent – some tasks you think are important, may not be. 
• Enquire why it’s important and relative to other tasks you have.

4. Maintain only one list for both business and private tasks. 

5. Do not get distracted. Plan the night before, then work on your stuff. 
• Schedule time for checking emails and catching up. 
• Do not let others define your priorities.

6. Don’t procrastinate. 
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Your midpoint learning reflections 
• 3 daily ‘must do’s’
• It's worth taking time to plan and prioritise 
• Regularly prioritise tasks
• Use mid maps often
• Different way to plan
• No more multitasking?
• Eisenhower Assessment useful categorisation
• Hacks to help focus
• Better use of time
• Allow time
• The origins of time measurement and relevance to now/work
• Eisenhower grid
• Perfection is procrastination!
• Not everything needs to be done at once
• Pomodoro technique 
• Habits can be changed – use them wisely
• 3 main tasks on a post it note and then BIN IT!
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Collaboratively improving your work skills 

Number touch activity

It's ok to make a mistake 
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Using SDI for more effective meetings
What does each MVS need before, during and after a meeting?
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Using SDI for more effective meetings
What does each MVS need before, during and after a meeting?
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SDI meeting tips on app

Scroll down

Scroll down



20

Running effective meetings

40% Preparation

• Start with the end in mind

• Think about the flow -agenda

• Schedule difficult agenda items 
before a break/lunch

• Allow wriggle room, but keep it 
quite

• Consider the length of time, 
location and layout

• Create the culture you need

20% The meeting

• Checking in – getting everyone 
voice in the meeting

• Encourage identification and 
discussion of roadblocks

• Create a safe space to make 
mistakes

• Clarify decisions and actions

• Checking out and make 
commitment public

40% Follow through

• Action summary and deadlines

• Create a culture of action

• Create windows for clarification 
questions
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Making meetings more effective at EN
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Learning Review – So what?

Developing your actions plans - ‘What’ are you going to do and the ‘context’ in which you will use 
it and ‘why’ you chose it. 
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Your check out post-its

• Mind maps 
• Prioritising tasks 
• Efficient communication
• 7+ 2 has made me think!
• Use methods to prioritise tasks e.g. Eisenhower
• Top 3 ‘must do’s’ and power hour to focus on tasks
• Timewasters – things I do, like being drawn into conversations
• Eisenhower method approach for prioritising tasks
• Order an Eisenhower desk pad and use with 3 check in’s on a post it note
• Tomato time method 
• Effective meeting strategies and actions and commitment to 

accountability
• Just get on with it – get it started!
• Not to be constrained by traditional meeting approaches
• Be more aware of wasted time to allow personal reward
• Eisenhower technique
• Think of SDI of meeting attendees
• Consolidate to do list onto Eisenhower matrix
• Consider who and why 
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Your check out post-its

• Openness and honesty
• Appreciated the team building tasks
• Being able to discuss ideas and gain clarity on my behaviours
• Thought provoking alternative approaches 
• Blend of delivery styles, physical, mental, verbal etc.
• Learning new skills and techniques
• People's openness
• The big delve into time management – thanks both!
• Spending time with colleagues
• That everyone has approach with an open mind!
• Honest reflection on the ‘how to’
• Helped me find improvements for my to do list
• Appreciated the variety of tools to improve productivity
• Time to formulate a plan
• Seeing everyone manages procrastination differently
• Interactivity but most importantly for me group conversations on how we apply 

this at work
• People being open and honest about problems in teams
• Safe psychological learning space
• Different ways to do things
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Work Skills Feedback: Survey Monkey Questionnaire

Please complete our survey to let us know what you think.

Scan the QR code on your smart phone to access the survey 
or enter the link below into a browser:

https://www.surveymonkey.com/r/QMD3F83

https://www.surveymonkey.com/r/QMD3F83
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Stay connected with us 
Igniting change; Nurturing Growth; Driving performance 

Or visit us at:-
www.ambitopartners.com

Find us here 
on LinkedIn

http://www.ambitopartners.com/
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