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Outcomes

« Be more collaborative inimproving everyday worl slkills,

Be able to apply SDI tools and knowledge in preparing for, running and
following up on meetings effectively.

|dentify the difference between urgent and important tasks to create
actionable to do lists to increase productivity.

Understand the impact on effectiveness of distraction and perfectionism.
Improve problem solving and decision-malking skills in a group context.

Reinforce and connect with some skills learnt on other CLE modules.




Our Group Contract
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Creating Psychological safety
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Making Copies

There is a MASTER object out of sight of the team.

You have the same construction materials available to you.
Master 4
Object W
Make as many exact copies as possible in the given time.
The Master object cannot be moved. 0000
Only ...... people can visit the MASTER object. }m\ h] }m\ hl
Once chosen these people cannot be changed. Make Copies

These people cannot visit the site of the construction (limits set by facilitator). Construction Site
No writing, marking, drawing, or photographing.
The construction materials cannot go outside/beyond the marked area/zone.

Freedoms

Ignore the manufacturers writing and injection moulding marks (round dots) on the plastic. A



What did you notice?

1. What behaviours were most effective?

2. What could have improved ‘clarity’ for some
team members?

How were decisions made?

4. How did leadership/chairing/managing
manifest itself?

5. If starting again on a different, but similar task,
what would you do differently?

6. What are the similarities at work?
Were any EN habits on display?
8. Which ‘freedoms’ did you miss?




Yesterday Audit

Take a moment to reflect and list all the things you did yesterday.

What was your primary goal yesterday at 8am?

In pairs discuss how aligned your actual actions where to your
primary goals and intentions.

Consider how frequently this happens.




Sharing your hacks to improve effectiveness at work

80-20 rule- let go of perfectionism.
Consider internal vs external quality
needs.

\l, Attention management. ef Use stealth _o_nd c_omoufloge. :
Cul. ;’ Turn off notifications and set email

Don’t multi-task. blocks.

Set expected response time of email.

Clarify use of CC and BCC.

ake miCro predks and reward yourse Think before replying to all.

Don’t reinvent to wheel, ask...
someone has probably done
it before.

m A

Eat the frog.




11

Sharing your hacks to improve effectiveness at work

Work near natural light.

Eliminate distractions ‘I need 2 hours on this’.

Start with the end in mind. What are we trying to achieve and why?

On projects, understand what the critical path is.

R

A
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Mind maps

Use lists or mind maps as your second brain.
Our brain is not 2D.
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Sharing your hacks to improve effectiveness at work

A time management method developed by

Francesco Cirillo (1980s) The goal is to boost

productivity and mange time effectively

How to do your first Pomodoro:

Get into an optimal
work space without
distractions.

Take a longer break
(30 minutes).

Repeat 3 times.o Choose ONE

Take a 5-minute
break.

Set your timer
for 25 minutes.

STOP when the e

timer ends. o Do your work.

task to focus on.

‘All the tips and techniques you need to
stay calm, get through your tasks, make the
most of your time and stop procrastinating.

It's fun, easy to follow and practical - and
may just be the kick up the bottom you
need!

A
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Understanding time

60= 2,3,4,5,6 and 10.
12+ 2,3,4 and ©.

10+ 2 and b.

Mesopotamia 3100 BCE Base 60

Egypt Base 12
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24 hours in a day indeed!

DAY

10 segments
+ 2 for Twilight
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Perception of passing time




Our circle of control

No concern

Circle of Concern <«

Things that are outside of
my control (reactive)

Things | can influence

Circle of Control

Things | can control
(proactive)

Stephen Covey ‘The 7 Habits of Highly Effective People’ A
17
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The circle of control

* Letgo 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 ?

Increased productivity

Reduced stress

Better work-life balance

Improved decision-making
Increased opportunities

Enhanced focus and concentration

Reputation for reliability and competence



Managing our precious time

What are your ?

Time wasters are activities, behaviours, or distractions that consume time without adding value to
your work or personal goals. They often reduce productivity and prevent you from focusing on
important tasks.

« Procrastination

- Unnecessary meetings

- Multitasking

- Distractions (emails, social media, notifications)
« Perfectionism

« Lack of prioritisation

« Poor delegation

- Unorganised workspace



Eisenhower Matrix

Time Dependent

Urgent » Not urgent
1
Urgent and important
Important deadlines
Crises
Important Emergencies
Last minute preparations
§ Missed work
2
S
4 3
= Urgent, but not important Not important, not urgent
v Routine reports Trivia
_ Not Routine meetings Extended phone calls
iImportant Many interruptions Some ‘enjoyable’ work
Other peoples’ priorities / failures Time wasters

21
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Completing the matrix

If you don’t already have a to-do list, write one out. Include things that you know you need to do,
such as delegating a task to your team, but don’t feel you have the time to do.

Then for each item review:
Does it demand immediate attention? (typically, 48 hours) They are often the ones we
concentrate on and they demand attention because the consequences of not dealing with them are

immediate.

Does it have an outcome that leads to you achieving your goals, whether personal
or professional?

Plot them into the matrix and reflect on what your follow up actions need to be.



Eisenhower Matrix

Urgent — Not urgent
1
Do
Much of this work can be a result of poor
Important :
planning.
Reduce time spent in this quadrant by
focusing on quadrant 2
3
Delegate Dismiss
v
- I\cl)(:qnt Empower your team to take Eliminate tasks that do not align with
P re§p0n5|b|I|ty for these. Grow_thelr your or your organisations objectives and
confidence and competence. Mistakes  |goqls. Learn to say ‘No’ — do not delegate
can be allowed. or pass on.

23
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Urgent

6 Eisenhower Matrix Tips

Do

Important

1. Create ato-do list. Try a mind map. Delegate

Not
Important

Not Urgent

Dismiss

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. Dont procrastinate.
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Procrastination

im not a procrastinator

i Just prefer do:ns
all my work in a
deadline-induced panic
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Chimp management (paradox)

Prof Steve Peters
CREATOR OF THE GROUNDBREAKING MIND MODEL

The

MIND
MANAGEMENT

Programme for
Confidence, Success and Happiness
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Punctuality — Lewis Carroll (1832-98)

Man naturally loves delay,

And to procrastinate;

Business put off from day to day
|s always done too late.

Let ever hour be in its place

Firm fixed, nor loosely shift,

And well enjoy the vacant space,
As though a birthday gift.



Team SDI Results

Efficiency North

May 20, 2024

@go@@
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NAME MVS o o NAME MVS
Aaron Ziemniak GREEN Joe Came HUB
Abdul-Majid Mater HUB Jonathan Shaw RED-BLUE
Alex White BLUE Julie Cullen BLUE
Cameron Cousins BLUE Julie Deeley RED
Carl Bairstow BLUE Lee Parkinson RED
Curtis Evans BLUE-GREEN Lorna Hadley BLUE-GREEN
Daniel Simpkins BLUE Marina Inkles BLUE-GREEN
Darren Walker BLUE-GREEN Natalie Irving BLUE
Eddy Dennis BLUE-GREEN Nathan Brown HUB
Elizabeth Quinn GREEN Nicky Field HUB
Elizabeth Butcher HUB Nicoleta Isidor GREEN
Emma Mottram RED-GREEN Peter Morris HUB
Hannah Norton HUB Richard Greenwood HUB
Helen Anderson BLUE Simeon Perry HUB
Istvan Baranyi HUB Sophie Richardson BLUE
Jed Turner BLUE-GREEN Tracy Worsnop HUB

@ Vijay Kumar HUB
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YESTERDAY, IN OUR
FOUR—HOUR MEETING,
WE AGREED TO POST—

PONE THE VENDOR
SELECTION.

NO, WE T THOUGHT

AGREED TO (UJE AGREED

USE OUR  T0O CANCEL

EXISTING THE WHOLE
PROJECT.

Dilbert.com DilbertCartoonist@gmail.com
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WE MIGHT
NEED SOME
CLARITY
ON THIS.

FOUR
MORE
HOURS
SHOULD
DO IT.
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The 40-20-40 continuum

40% of your attention on preparation and getting everything right before you meet
20% of your attention on the meeting itself

40% of your attention on the follow through



What each MVS needs in meetings

31

Before

Hub

During

After
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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

Running effective meetings

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

Action summary and deadlines
Create a culture of action

Create windows for clarification
questions
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Running effective meetings

In groups, discuss for 10 minutes and collect your thoughts on a flip chart:

What actions can you take to improve the meetings you are responsible for, or part of?

Focus on meetings you have influence over, either the ones you run or the ones you are actively
involved in.

Are there any meetings you don’t currently run that you could?

Are there any you could delegate attendance to?



Discover SDI meeting tips on app < Compare

: &“ Compare Q < Compare

5 \ Account: All

Carl Bairstow

e s « Link benefits to their effect on
Daniel Simpkins
y others.

CB Carl Bairstow . - Listen fully and attentively; ask for
.

Curtis Evans their ideas, reactions, feelings.

Meetings ~
Carl Bairstow; - Invite them to participate and let Things to Avoid -
them know who else will be + Open or public competition,
present. hostility, confrontation, negativity,
Cgmero arrogance.

- Allow a little informal time for
personal connections and

+ Being aloof, distant, or appearing
disintere

Alex Wh ompare ‘
conversations at the start.

Motives + Dismissi < Com pa re

- Frame decisions or actions with a helpfuln
Aaron 2| o : focus on how they will affect — Tips

ah people. people.
o = . ’
" . . . SR tar R - Don't be overly assertive or . Assumin CB Carl Bairstow : I
Richard, this video is all about — S5 RS S respons,

p!

[BRG] resent. acceptal
you I o, R P R Conflict

Let's improve your Relationship Intelligence * Invite input and ideas from

Results

o everyone present. Give everyone a Meetings in Conflict 7
(RQ)! Tap to see your personalised results. [ cong wer [ . ! 9
YOICE: « "Clearly, something has gone
2 o here."
E / :w - Thank them for their specific wrong here
/ v . .
7 & contributions and let them know - Explore possibilities with an open
) 4 how you feel about the meeting. mind.
Ta/b thece cards and swipe for more - Don't get locked-in or fixated on
one solution.
A\ - Check in to see if anything has
L4 Scroll down changed since the meeting, and be
prepared to make adjustments.
Scroll down

<
i
®
D
I
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Focus on the right things and positives too

Classic Monday morning exception report meeting
*  Would it be better to focus on the figures that are Green and discuss why?

« or the figures in Red and why?

Are you using the time to discuss the critical things?

@——@
5

Critical Path Analysis \
\
\

Test B % Assemble A&B

ME;]/(F; @~ ®+




What do you want people to walk away remembering?
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Learning Review — So what?

Individually reflect on and write down your take aways and key learnings in the form of actions,
remember SMART from CLE. Capture on post it notes to share back with us.

Then in groups of 5, seated in a circle — each has 2 minutes to share:

‘What’ you are going to do and the ‘context’ in which you will use it and ‘why’ you chose it.

After everyone has had a turn, individually spend 5 minutes reflecting to further develop your actions
with any additional thoughts from the group share.

A
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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

E Find us here

1 on LinkedIn

Or visit us at:-
www.ambitopartners.com

Developing Working with
organisations teams

1
|

W g
[L.%Jﬁ Coach training
.- >



http://www.ambitopartners.com/
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