
Is your New Year’s resolution 
to get more organised and 
manage your time more 

effectively? Hopefully this new 
column giving advice on time 
management and productivity 
and recommending tools and 
techniques will help. 

This month the focus is on 
calendars and diaries. Do you 
use a filofax? A wallchart? An 
online calendar? Or do you have 
a technique for remembering 
events in your mind? Do you keep 
an individual calendar or a shared 
one? The right approach will 
depend on your circumstances. 
Here are some tips:

Include all confirmed 
appointments
Make sure you add in everything 
you are committed to, even the 

things you think you won’t forget. 
Add regular appointments as 
well as one off appointments, and 
make sure you include all the 
information including date,  
time, location, and details of 
anything you need to take with 
you.

Check your calendar/diary 
regularly to ensure you don’t
miss any commitments
It’s usually best to check  
each morning, or the night  
before, but make sure you  
check things on a regular basis, 
especially when they are subject  
to change (e.g. a shared  
calendar).

Consider adding in blocks of
time when you plan to work
on a specific task
If you have a number of 
appointments and also need to 
dedicate time to progressing large 
pieces of work, block out time on 
your calendar to enable you to do 
so. 

Everything at a glance
Unless you work to exactly the 
same hours every week and 
never have the potential for work 
and personal commitments to 
cross over, you’ll need a way to 
see everything at a glance. You 

could just use 
one diary for 
everything, or 
use separate 
calendars that 
can be viewed 
together. I 
use Outlook 
for work 
commitments 
and Google 
Calendar 
for personal 
commitments, 
and when I view 
them through 
my phone or 
tablet I can see 
both together to 
ensure there are 
no clashes. 

Q&A
This month’s question comes from 
Sara Batts, who asks: 
How does time management work 
when one’s workload is entirely 
dependent on other people’s research 
requests?
It’s relatively straightforward to 
manage our time when we know 
what activities are planned and how 
long each will (roughly) take, but 
when we have to adapt to incoming 
demands this complicates things. 
I’m in a similar situation with my 
work – it’s all project-based so I 
regularly have to reassess priorities. 

I’ve developed a few tips for coping 
with this:

l Have a rough plan of what you 
hope to achieve by the end of the day/
week, but remain flexible in this aim.

l Keep a record of everything you 
need to do, but stay focused on the 
task unless something more urgent 
arrives. If you have regular incoming 
requests, this will interrupt your 
workflow so try to reduce these if 
you can (e.g. turn off email alerts 
and set your answerphone, checking 
and re-prioritising tasks at suitable 
intervals).

l When prioritising work, focus on 
the urgent and important work first, 
then urgent but less important, then 
important but less urgent. You might 
want to develop a rating system of 
urgency and importance to help with 
this if you have a large number of 
queries you need to prioritise.

l Make regular notes on progress for 
larger tasks so you can pick things up 
again if you have to drop them due to 
a more urgent request.

Tool tip
I used iDoneThis during chartership 
and have continued to use it since. It’s 
a great application that keeps a record 
of what you have done and displays 
it on a calendar. You can use it via the 
website, https://idonethis.com, you can use 
it via the iPhone app, or you can set a 
daily reminder email and simply reply 
with the things you have achieved 
that day. You might want to use it to 
track progress on specific goals or to 
record CPD activities. nU 
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Keep your calendar under control                                http://bit.ly/VKdQoB The iDoneThis tool.


