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OBJECTIVES OF THIS PPT g

01 To learn the importance of time management
In implementing the slow work philosophy

02 To know how manage your time at work to
put in practice slow working

03 To learn how to prioritize your task as a tool to
practice slow work philosophy

04 The important to be focus to avoid the
main enemy of slow work; distractions
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o0od time management also
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Most of the decisions we make when
under pressure are guided by instinct
and impulsivity, while



Time management skills are essential to the M
philosophy of slow work. Time management is a
combination of productive work and time

prioritization.

People who are good at time management are good
at getting things done. However, they are also better
at prioritizing and determining what really needs to
be done and discarding the rest. This is why it Is so
Important if they want to apply the slow work
philosophy.

Time management / Slow work



HOW TO IMPROVE TIME MANAGEMENT
TO IMPLEMENT SLOW WORK

Prioritization -

o -

To start applying the principles of slow work to our
working practice, it is enough to follow a few simple
time management recommendations.
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STEP 04

PLANNING STEP 03 Decide what is
Important and

sTEP 02 [ Think about  Whatis urgent.
what you've got
. to do that day,
STEP 01 Decide when  gpq olan when

you're going to you’re going to

do it do it
Be clear about =
what you need
to do

‘ ‘ Poor organization can lead to increased procrastination and stress and
therefore impede the philosophy of slow working. Poor organisation
usually means less productivity and missed opportunities , ,
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Mastering prioritization
can change your life at

work and Is a necessary
tool to be able to apply
the slow work philosophy

BENEHTS

Making the best use of time and resources

You allocate your time where it is most needed and
spent, freeing you and your team from less
Important tasks

You can focus your energy and attention on the
things that really matter.

You can bring order to chaos, reduce stress.

Classifying, dividing and developing tasks helps us to
Improve performance and productivity levels



low, Necessary And

Prioritization enables you to work out what to

a do first, and what can be left either until later,
or not done at all

The distinction between urgent and important is
the key to prioritizing your time and your
workload. Avoid the "Urgency Trap"

may have serious conseguences for you or

@ 'Important’ tasks matter, and not doing them
others

By categorizing tasks , you can quickly identify time wasters, optimize your time
management, and increase your efficiency. Once you have prioritized the tasks
at hand, you will also be able to get more involved or take the pressure off
yourself and therefore put the slow work philosophy into practice.




PRIORITIZATION srail

MIT ( Most important task).

Prioritization often One solution is to
involves creating an As a worker, ISNIEIREIVON

agenda, assessing tasks, _ Of course, when
and allocating time and you have a list of tasks that

work to make the best deserve your attention, defining .
your most essential tasks is "Your MIT“(Most

easier said than done. important tasks) is the
task you most want or

need to do today.
These are the tasks
you are going to focus
on today.

use of a short period of
time.

There are several time
management techniques
that use this approach




y W/t/&
Steps to be FOCUS.

| Reflect,
Define the NIOSH Don't Remember,

Important Tasks micromanage  and Regroup
AN N\ AN
?-’-

Strengthen 4 D’s of
your Productivity
Mental
focus

S | o w N e ¢c e s s a r vy A n d | m pr o v i n g L e v e |




How to Strengthen your Mental focus . w;};&

When a worker is focused, he or she is able to put the focus on whatever goals he or she has set.
Focused workers will not let anything distract them, thus avoiding one of the main enemies of slow

work: distractions.
"a Eliminate distractions
" To block out a specific time and
place where you're left alone to
I “ prevents interruptions.

Take short breaks <H>

Take frequent breaks throughout “

the day so that you can clear your

head and improve your mental
focus.

(@‘) Stop multitasking
Multitasking slows you down.
“ Focus only on one thing a time.




4 Ds of Productivity

Only work on the tasks that These tasks that can be handled
are important and can only by someone else. It's a simple way
be worked on by you. These to free up time so that you can
tasks move progress towards focus on your priorities without
your goals neglecting them

For tasks that you must address
but aren’t tied down to a
deadline — revisit them later
when you have availability

Getting rid of non-essentials keeps
your to-do-list lean and mean




nology serve you, but

Having insignificant interruptions pull you out of a
specific task can cause a complete loss of my focus.
By all means, make the most out of technology. But,
don’t let it control your life. You don’t need to be
connected every waking hour.

Technology has made life more comfortable. You are
able to automate a ton of recurring tasks that used to
eat up a good portion of your day. At the same time,
being plugged-in 24/7 can be distracting and
draining




|Z| A task assigned to a specific time
period in your calendar motivates
you. You made a commitment to
yourself that leaves out
procrastination.

IZI It provides a clear outline of the
ng, day

2S5 IZI It makes us work more efficiently

|Z| By having a specific time frame, we
are forced to concentrate, work in a
result-oriented way and avoid the
distractions




You need to
determine the
tasks that are
worth delegating
and learn to let go
of them. Take
some time to
understand your
strengths and
identify where you
will need
assistance.

- Delegation is a key tool in applying the slow work
- philosophy, as it avoids work overload.

—» Who does not delegate can end up overloaded. If
___| you manage to divide up tasks and appoint
responsible persons for certain tasks, Jou'Stop:
overworking, reduce your workload and stress level.
It is necessary to understand that monopolizing
tasks is something negative and hinders the
philosophy of slow work

Delegating tasks allows you to focus your skills and

i energy on the tasks you are good at while delegating
those that might be challenging for you




It is important to take into account several aspects in order to .
make task delegation enriching and empowering: W"’@

" |dentify the person to be replaced: They must have a series of qualities
that will enable them to carry out the task.

@ Communication: It is very important to know how to transmit the
characteristics of the task and the functions. Show how priorities are
established and what they are, and be as open as possible to keep
the flow of communication dynamic

" Advice based on experience is welcome, but be aware that there are

alternative ways of doing things that are just as valid as the ones we do.
Information is essential to strengthen support for the new task manager.
Explain what is expected of the person being delegated.

Make sure that you are absolutely clear with your

subordinate what level of delegation you have
used. This requires strong communication skills , ,
vV €
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Take a break s

Just as you need to learn to use your time at work effectively, taking a break away from your
work can prove to be a smart decision

Recent scientific studies have shown that our concentration follows a 90-minute cycle, after which
our attention span drops dramatically. To regain mental energy, it is necessary to periodically
disconnect from work and give yourself a few minutes to relax. If we find it difficult to schedule
regular breaks during the day, we can use the Pomodoro technique, which helps to minimise

distractions. /
There are a number of ways you can take breaks at work —
that help your concentration, physical fithess and mood. h,
Employers have even caught on to the benefits of /{i\ NN NN
frequent "micro-breaks. It is important to make taking a | ‘ \ \ 4
break priority. Treat a break like you would treat any other g (
item on your agenda. By scheduling your breaks, you are
more likely to take them
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There are only two rules for micro-breaks:

Micro-break must be Short

There is no consensus on how long the ideal micro-rest
should be. Microbreaks can last from a few seconds to
several minutes and range from making a cup of tea to
stretching or watching a music video. So the answer
depends on what works best for the individual worker

Micro-break must be Voluntary

The decision to take microbreaks should be a voluntary
and personal decision.
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