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3)Scheduling — Pomodoro & Gantt
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The Pomodoro Technique®

Was developed by Francesco Cirillo in the 1980s.

» Newsweek listed the Pomodoro Technique as one of the best ways to "Get Smarter in 2012“
> it was voted the "Most Popular Productivity Method" by the Lifehacker community.

* Stepl: Divide your work to many pomodori component parts
* Step 2: Set your timer, work on eachpomodori for25 min

* Step3: Take short break 5 -10 minutes

* Step 4: Continue Your Work Sessions and Take a Longer Break.

The Twenty Minute Break: Reduce Stress, Maximize Performance, Improve
Health and Emotional Well -Being Using the New Science of Ultradian Rhythms
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’A 2008 University of lllinois study showed that being
tethered to your desk for long hours actually reduces
your productivity, while reqular short breaks help to

(fole w099 keep you focused and energized’

* ‘research by Swedish sports scientist Dr Elin Ekblom-
Bak, published in 2010 BMJ, shows that, while exercise
is vital for good health, only reqular breaks from your
desk can reduce these health risks. ’

* Sedentary time : should be defined as the muscular
inactivity rather than the absence of exercise.
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Gantt chart should basically provide managers
with the following easily understood summary

1. Start and endpoints as well as the intermediate steps or tasks.

2. Work scheduled for specific time periods.

3. How much of the work was completed.

4. The tasks owners or performers.

Simple Gantt chart: all the tasks have been set out clearly on a time scale

Linked Gantt chart: clearly indicate how the start of one task is dependent
upon the completion of one or more other tasks. Cornerstones identified

Complex advanced Gantt charts: shows more details as step owner and

financial related details and resources ... etc
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Loss of Motivation

e Know yourself, recharge your motivation battery; Reward Yourself: ey type of motivation 4 s>
- Red Energy is motivated by Achievements and results.

- Blue energy is motivated by correct work and structure.
-Yellow energy is motivated by creativity and social recognition.
-Green energy is motivated by attention and welling to help.

Get on with the job: Activity can help enhancing motivation.
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Fear of failure; seeking

for Perfectionism

If you lack the training or resources needed to complete an assignment, say so—and get the help you need.
If your fear stems from lack of self-confidence, defuse it by being proactive and planning all the things you'll have
to do to complete the job. -

Get on with the job: Activity can help dispel fear.
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Complex project

Just jump in and start working. You'll likely find a productive way forward.

Break the job into component parts Pomodoro tactic and time framing, then specify tasks needed to complete
each part.

Sequence Taks—then tackle the first task.

Get on with the job: Activity can help clarifying your pathway.
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Being busy with other
issues!

Remind yourself with your gaols and priorities.

Close everything that you don’t need to do your task. (webpages, Mobile, TV) Pomodoro cycles
Remove any source of distraction on your working area.

Get on with the job: Activity creates a positive cascade of your work to be done.
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Level 1 — Position—' a8 > 8w b oSall\\ Right rouls regulation se position 8 bliyil kuls
The lowest level of leadership—the entry level.
After all, anyone can be appointed to a position!

While nothing is wrong with having a leadership position, everything is wrong with relying only on
that position to get people to follow.

Hint:
People who remain on the position level may find it difficult to work with volunteers. Why? Because

position does not automatically result in influence, and volunteers are aware that they don’t have
to follow anyone. They truly only follow if they want to.

Furthermore, difficult to impact on non-job-related issues.
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But the news is not all bad about this level.
It is a prime place for you to begin investing in your growth and potential as a leader.

Level 2 — Permission

Level 2 is based on relationship.

At this level, people choose to follow because they want to. In other words, they give the leader
Permission to lead them.

Level 2 is where solid, lasting relationships are built that create the foundation for the next level.

Level 3 — Production

The best leaders know how to motivate their people to GTD — get things done! And getting things
done is what Level 3 is all about.

On this level, leaders who produce results build their influence and credibility. People still follow
because they want to, but they do it because of more than the relationship. People follow Level 3
leaders because of the record of accomplishment.

Level 3 leadership still need to do the things that make Level 2 happen. They just add Level 3
strategies to the mix. And as they become effective at Level 3, they are ready to layer on the goals
of the next levels.

Level 4 — People Development

Level 4 can be summed up in one word: Reproduction. Your goal at this level is to identify and
develop as many leaders as you can by investing in them and helping them grow.

The more you raise up new leaders, the more you will change the lives of all members of the
organisation.

As a result, people will follow you because of what you’ve done for them personally.

And as an added bonus, some of those mentoring relationships are likely to last a lifetime.

Level 5 — Pinnacle

The highest level of leadership is also the most challenging to attain. It requires longevity as well as
intentionality. You simply can’t reach Level 5 unless you are willing to invest your life into the lives
of others.

But if you stick with it, if you continually focus on both growing yourself at every level, and
developing leaders who are willing and able to develop other leaders, you may find yourself at the

Pinnacle.

Level 5 leaders often transcend their position, their organization, and sometimes their industry.
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