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Self-Management

Leading yourself and others  Work&lite Balance

SM

Personality

DM

“tation

Project Management
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Self-Management
Godal

Development of own personality and of personal
satisfaction with own life through the analysis and
management of personal strengths and
weaknesses.

Project Management
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Harvard research says
these are the scven things
to do to be happy

Source: Time Magazine via the Happiness Advantage
Project Management — \
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Yale Prof. Laurie Santos

https://www.coursera.org/learn/the-science-of-well-being

Project Management
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THE RELATIONSHIP BETWEEN MONEY AND HAPPINESS p
Life satisfaction increases with wealth to a point, and there are many interesting outliers
OUTLIER: COSTA RICA
Are richer countrles also the happlest? INearly all of Latin America trends higher in life
satisfacion than data would predict, but Costa
This chart compares GDP per capita with the 7 P T il & de e o M ke
self-reported happiness of citizens in each country. B OUTLIER:
The resulting correlation Is quite clear, especially early Algeria reports much higher life satisfaction {
on In a country’s development. However, as GDP per capita than ather African nations with similar \
rises, this relationship tends to have a lot more variance - and weshh, inchiding Eqypt and Seuth Alics. \ — -
«certain regions and countries become obwvious outllers that A The poor: A countrie ) S5 OUTLIER: THAILAND
are worth Investigating In more detall. £ B Thailand is one of Asia’s happlest countries.
BRAZIL 2 with 1cores on par with weakfrier nations such
6 \  @cuatemata . . as Germany and the United States.
o )\
Country Code @ mexico
POPULATION SIZE g v.. @ ARGENTINA
avericas ,7 i g ® CHILE ® ISRAEL
. . NZ® FINLAND
. panisTan @) °
o & ® ® PERU Maore satisfied
- . @ - CZECH REP. CANADA® et
. INDONESIA @ MALAYSIA AR NETHERLANDS
.. POLAND  spain UK TN TREND LINE®
s i CHINA ~ MAURIIUS gussia GERMANY
BANGLADESH — ggypr Ciid ERANCE ANEENRY SIS Pos—
4 . N i ITALY .Us"‘ i
o @5, KOREA NORWAY
HAITI & IRAN
@ YEMEN  ykpaing e upan @ % Weatzhy, A
@ RAG @ SAUDI ARABIA
ANGOLA IRELAND
3 -
® uaE
BURUNDI {
|
CENTRAL AFRICAN REP. \
5 OUTLIER: . * SINGAPORE
Though Botswana has a growing GDP per capita, -
that wealth hasn't ranslated into increased life f
satisfaction for crdinary cltizens. [ ® KUWATT
The poor, unhappy countrie |
Bl OUTLIER: HONG KONG
Hang Kang Is ane of Asia's wealthiest places listed
in this study, but satisfaction scores are much lower
than the dats would predict. »
$20Kk
== OUTLIER:
Lumembourg’s GOP per capita is double that of
Nordic nations, yet the clty-state's life satisfaction
ﬁ $4OK score doss't break the top son.
2,
© Wex .
S v
®
$60x

$80k

Project Management

$100K

$120K

B OUTLIER: QATAR

Qatar may be the world’s weslithiest coumry, but its
satisfaction score is roughly on par with Nicaragua
Though Qatar is the most extreme example, other
nations in the area also report lower e satisfaction
scores than thei high weaith would predict.

http://www.visualcapitalist.com
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FEHE

x Satisfaction, What you
S but feeling of \
ense |

uselessness

Delight and
LOVE " Y \ fullness, but
\ - no wealth
f I i f PASSION MISSION
What you are What the
GOOD AT world
NEEDS
PROFESSION VOCATION
i
Comfortable, |.......oem What you Excitement and
but feeling of can be complacency,
emptiness PAID FOR
Project Management

but sense of
uncertainty
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THE 10 RULES OF IKIGAI

Ikigai (4= ZEZE, pronounced [ikigai]) (ee-kee-gah-ee) is a Japanese
concept that translates roughly to a reason for being and a sense
of purpose and meaning

an" 5‘.‘=_._ P [ [ s T e i, RN
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. Leave urgency behind and adopt a slower
pace ui .

. Only eat until you are 80% full.

. Surround yourself with good friends.

. Get in shape through daily, gentle exercise.

. Smile more and acknowledge people
around you.

. Reconnect with nature.

. Give thanks to everything that brightens
your day and makes you feel alive.
9. Live in the moment.

10. Follow your passion.

GREATBIGMINDS

N =

ouVi bW

00 N




Our life is just aloot 7QD..DQ©—=|%%UI’ ..
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How we use our fime: The WEF Research

QUESTION: Please give a best guess estimate for what percentage of your work
week is taken up by each of the following.

16%

Emails

12%

Administrative tasks

Performing the primary
duties of my job

38%

Performing the primary
duties of my job

Useful and/or
productive meetings

Work Week

Wasteful meetings

9%
Interruptions for 5%
nonessential tasks Everything eise

https://www.weforum.org/agenda/2016/10/our-workplaces-are-full-of-distractions-these-are-some-of-the-
worst?utm content=bufferd9388&utm medium=social&utm source=facebook.com&utm campaign=buffer




I
l okl 04:00 SM Self-Management (WO

BYDGOSKA
Wydzial Zarzgdzania

Dr. hab. rer oec., Dr.-Eng. Bogdan Lent, prof. PBS

How we use our fime: The WEF Research

QUESTION: Thinking about your typical day, when do you find you are most
productive and least productive?

Most 2
productive €y N\ D

. il O~
II;ergzltuc’rive O— “Q \/‘; -0

Before normal 9-11am 12-1pm 1-3pm 3-5pm After
business hours

Most Productive s Least Productive
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How we use our fime: The WEF Research

Wasteful meetings
Excesive Emails

Productivity barriers

Project Management

‘Wasteful meetings

Excessive emails

Excessive oversight

Lack of standard
processes for workflow

Poor work prioritisation
methods at company

Unexpected phone calls

Lack of collaboration
with my team

Excessive delegation from
boss/manager

Poor alignment between
team and corporate goals

Client hand holding

Something else

Nothing

62%

52%
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My resources
Project Manager & Integral Humanismus

Integral Humanismus

Immaterial Resources

Anthropocentrical Humanismus

Project Management
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How to feel good?
Three principles of happiness oriented lifestyle

* Do each day something that makes you feel happy

= Do each day something that brings you closer to your
goals

= Do each day something that counterbalance your daily
routine (e.qg. sport if you seat all day, meet friends if you
work alone etc.)
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My time management
How do | allocate my time?¢

How do | allocate my priorities?

Start Per-

NO |,. Activity Duration
time centage

N[O [ DN]JWIN|—
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My time management
How do | allocate my time?¢

No fi:gref Activity Duration E::Toge
1106:00 |Sleeping 30’
2(06:30 |Wake-up 10’ 0.92%
3|/06:40 |Getting out of bed |5 0.46%
4(06:45 |Morning toilette 15° 1.39%
5(07:00 |Breakfast 10’ 0.92%
6|07:40
7]..
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My time management
How do | allocate my time?¢

My day

|

Individual activites Group CITVITeS
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@ POLITECHNIKA

e Hei
My time management
How do | allocate my time?¢

Individual activities
Private and business activities, which we
do independently from anybody else

m Morning toilette
m Individual studies

Jogging




I
'@:ﬁgﬁgﬂm 04:00 SM Self-Managementy

Wydzial Zarzgdzania
r. hab. rer oec., Dr.-Eng. Bogdan Lent, prof. PBS

My time management
How do | allocate my time?¢

Group activities
Private and business activities, which we do jointly
with other persons or where we depends on others
m Meeting
m Common family meal
m Volleyball




How do | allocate

My individual and team dic
1080 Minutes ( 18 hours)
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My time management
How do | allocate my time?¢

Individual activities Activities in a group

387 62%

410’ 1080’

0% 38% 100%
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04.00 SM Self-Managemen

My time management
How do | allocate my prioritiese

No fitgreT Activity Duration cp:grr;’roge
1106:00 [Sleeping 30’
2106:30 |Wake-up 10’ 0.92%
3/06:40 |Getting out of bed |5’ 0.46%
4(06:45 |Morning toilette 15° 1.39%
5(07:00 |Breakfast 10° 0.92%
6|07:40
/]..




How do | alloca prioritiese

My ABC Priorities
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My time management
How do | allocate my time?¢

Bl High
O Medium
O Low

Project Management



I
'19:3;';52::'“ 04:00 SM Self-Managemen

Wydzial Zarzgdzania
Dr. hab. rer oec., Dr.-Eng. Bogdan Lent, prof. PBS

My Efficiency & Stress

Am | endangeredze

Stress is a physical body reaction of
mobilizing extraordinary energy
resources to overcome barriers,
difficulties, challanges, irrespectively if
accompanied by pleasant or
unpleasant feelings.

This body reaction is unspecific, that
means does not depend on any
particular cause.
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My Efficiency & Stress

Am | endangeredze

Fear

!
Deadly Loop

. . : Relief/Relax
Critical situation «— SITRESS — Sense of Guilt

ARG

}

Balance
Dissolution of any
feeling of guilt
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@ POLITECHNIKA
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My Efficiency & Stress
Am | endangeredze
Three phases of the stress development

= Higher sensitivity to surrounding occurences
= Higher cognitive efficiency

=  More intense reactivity
" |mproved memorization
= Faster getfting angry

= Energetic mobilizaiton

1. Alarm phase
(Mobilization phase)
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Performance

Project Management

04:00 SM Self-Managemeni|

My Efficiency & Stress

Am | endangeredze

Three phases of the stress development

Stress

Charge

Performance curve under
stress
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@ POLITECHNIKA
Wuse oz
My Efficiency & Stress
Am | endangeredze
Three phases of the stress development

= Diminishing cogntive efficiency
= Emptiness in the head

= Difficulties to concentrate
s~ Difficulties o recall the memories
= Disorganization

=  Malfunctioning orientation
and control processes

1. Alarm phase
(Mobilization phase)
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My Efficiency & Stress
Am | endangeredze
Three phases of the stress development

i Performance curve under
Highest Performance ©

()

O stress
C 1

O |

S |

qg Tiredness ! Exhaust
()

o

Hieri your CIrisis
Stress begins...

Project Management C h O rg e
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My Efficiency & Stress
Am | endangeredze
Three phases of the stress development

3.Exhausting
(Destruction phase)

= |nability to assess the situation
= Distorted Organization and Control
= Disorientation
= Complete demotivation
* |[nability to act
= Psychic sickness, apathy and resignatio

®

1. Alarm phase
(Mobilization phase)
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My Efficiency & Stress
Am | endangerede
Three phases of the stress development

Performance curve under

Highest Performance stress

Exhaust

Performance

- Sickness

... until your complete breakdown

Project Management C h O rg e
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04:00 SM Self-Managemeni|

Thomas Holmes MY Efficiency & Stress
Richard Rahe Am | endangerede
Psychiatrists Impact of occurrences in your last 12 months

Washington University
Seattle
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Thomas Holmes
Richard Rahe

Psychiatrists
Washington University
Seattle

04:.00 SM Sel-Managemen

| Death of a spouse 100 23 | Child leaving home 29
2 Divorce 73 24 | Troubles with in-laws 29
3 Martial separation 65 25 2| Outstanding personal achiev. | 28
4 Imprisonment 65 26 | Spouse starts or stop work 26
5 Death of a close family memb. 63 27 | Begin or end school 26
6 Personal injury or illness 53 28 | Change in living conditions 25
7 Marriage 50 29 | Revision of personal habits 24
8 Dismissal from work 47 30 [ Trobles with boss 23
9 Marital reconciliation 45 31 | Change in hours/cond. work | 20
10 | Retfirement 45 32 | Change inresidence 20
11 | Change in health in family 44 33 | Change in schools 20
12 | Pregnancy 40 34 | Change in recreation 19
13 | Sexual difficulties 39 35 | Change in church activities 19
14 | Gain a new family member 39 36 | Change in social activities 18
15 | Business readjustment 39 37 | Minor mortgage or loan 17
16 | Change in financial state 38 38 | Change in sleeping habits 16
17 | Death of a close friend 37 392 | Change no of fam. reunions 15
18 | Change to different line of work | 36 40 | Change in eating habits 15
19 | Change in frequency of argum. | 35 41 | Vacation 13
20 | Major mortgage 32 42 | Christmas 12
21 | Foreclosure of mortgage/loan 29 43 | Minor violation of law 11
22 | Change in responsibilities @work | 29 47




What happene ‘

Impact Factorse

y last 12 months
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My Efficiency & Stress
Am | endangeredze
Impact of occurrences in your last 12 months

score 150 - 199 = | 37% probability of iliness within the next 2 years

score 200 — 299 = | 51% probability of illness
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My hourly performance variations

| /\\
/ \ / b

Performance

0O 2 4 6 8 10 12 14 16 18 20 22
>

Time




My hourly perfor ‘ —e variations
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My Strength and Weaknesses

Where can | benefit and where shall | be careful?

| shall ask myself routinely:
= What | like to do?
= What am | doing well?

= What ofthers value in me?

However, also negative questions are helpful:
= What | do not like to do¢
= What am | doing badly?

= Where | cause conflictse
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My Strength and Weaknesses

Where can | benefit and where shall | be careful?

Build Overcome

STRENGTV }V\VEAKNESS
WO
Explore << / Minimize

OPPORTUNITY THREAT

"POSITIVE
AAILVDAN
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04.00 SM Self-Manageme

My Strength and Weaknesses

Where can | benefit and where shall | be careful?

What advantages do you have that others don't have (for
example, skills, cerfifications, education, or connections)?
What do you do better than anyone else¢

What personal resources can you accesse

What do other people (and your boss, in particular) see as
your strengthse

Which of your achievements are you most proud ofe

What values do you believe in that others fail to exhibite
Are you part of a network that no one else is involved in¢ If
so, what connections do you have with influential people?
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QOvercome

\:$?EAKNESS
M

VOIUN

04.00 SM Self-Manageme

My Strength and Weaknesses

Where can | benefit and where shall | be careful?

What tasks do you usually avoid because you don't feel
confident doing them?

What will the people around you see as your weaknessese
Are you completely confident in your education and skills
training? If not, where are you weakeste

What are your negative work habits (for example, are you
often late, are you disorganized, do you have a short
temper, or are you poor at handling stresse

Do you have personality traits that hold you back in your
fielde For instance, if you have to conduct meetings on a
regular basis, a fear of public speaking would be a major
weakness.
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My Strength and Weaknesses

Where can | benefit and where shall | be careful?

e What obstacles do you currently face at work?

 Are any of your colleagues competing with you for
projects or rolese

e |syour job (or the demand for the things you do)

Rk changing?

 Does changing technology threaten your position?

e Could any of your weaknesses lead to threatse

HAIL
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04.00 SM Self-Manageme

My Strength and Weaknesses

Where can | benefit and where shall | be careful?

What new technology can help you? Or can you get help from
others or from people via the Internet?

Is your industry growing?¢ If so, how can you take advantage of the
current markete

Do you have a network of strategic contacts to help you, or offer
good advice?

What trends (management or otherwise) do you see in your
company, and how can you take advantage of theme

Are any of your competitors failing to do something importante If
5O, can you take advantage of their mistakes?e

Is there a need in your company or industry that no one is filling?
Is somebodsy complaining about your performance? If so, could
you create an opportunity by offering a solutione
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My Strength and Weaknesses

Where can | benefit and where shall | be careful?

My greatest successes How have | reached them<e Which
capabilities were needed?

1.

2.

My greatest flops Missing How | overcame it?
capabilities




My greatest suc

What was missing and st

s, my greatest ﬂops2
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My Strength and Weaknesses

Where can | benefit and where shall | be careful?¢




My Strenghts an

My SWOTe

aknesses
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My Values

Project Manager & Integral Humanismus

= absolut A
= spiritual
Simplify
EFthos.decisions

(Subjective)

= vital \ 4

= Utilitarian Mostly demanded
in projects

= hedonistic
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Feedback

04.00 SM Self-Management

My Values

Ethics; my value system

Rokeach

Terminal
values

18+/-2

Instrumental
values

36

Terminal values are self-
sufficient end-states of
existence that a person strives
to achieve (e.g., a comfortable
life, wisdom). Pursued for their
own sake.

The 18 most relevant out of them
are behavioural values. E.g.
»ambitiousy (works hard, have
high goals). The instrumental
values shall support the achiev-
ement of the terminal values

Max Scheler

absolute

spiritual

vital

utilitarian

hedonistic
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What are my goalse
Do | follow the right goals?

Project Management
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What are my goalse
Do | follow the right goals?

You will be effective only if you will set yourself and then
follow your clear goals.

Your life and your projects will be successful if you will follow
the goals.

If you do not have your clear goals you will feel to be driven
by someone else. In a consequence unhappy and
demotivated
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What are my goalse

Do | follow the right goals?

To set the goal means:

Formulate your wishes and tasks as concrete actions

Align your activites with your goals!
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What are my goalse
Do | follow the right goals? 0\5

2>




Mu{i

- hiu’r are .
20 | follow! the rlg Tgoolsz

...ﬁ.}g_a. .
’ *‘f_ ' Specnﬁc
, - Measurable
ks ,~ Atfainable - i
yr =

- Relevant

Time-bound
~ Ambitious

Adaptable

\Ye rd__jn
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What are my goalse
Goal values

Money
I Indicates direct wins
Emotions
e Express the excitement upon reaching this goal
Impact

Determines how useful is it in achieving other goals
Attainability

- Indicates what are the chances to succeed
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What are my goalse
Goal values

Goal Attainability
1.
2.
3.




My Goals

What are my most impo
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What are my goalse
Goal values




My value syste

Evaluate your values acg: ) Rokeasch and Schelem
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My Priorities

What is it: «Prioritiesne
Are priorities relevant?e
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My Priorities

Eisenhower principle

hign Y
S B
G
s Spend most of the time
& D | . for Aand B, than if time
" § left on C;
o | 5 e avoid spending time on D
oW ig

Urgency
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My Priorities

Eisenhower principle

No [2TOT | Activity Duration| S~ |a |8 |c |D
time centage

N[O [ AW IN]—




My prioritiese

Eisenhower Principle
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My Priorifies oo 80% of

Pareto (ABC) principle wealth
in Italy

belongs
to 20% of
- the
people.

Vilfredo Pareto 1906
Secondary,

Priority .
20% of efforts brings you

Pareto principle 80% of the resuilts.
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@ POLITECHNIKA
Wydeo arzadri
My Priorities

Pareto (ABC) principle

Contribution

15% 20% 65%
Time consumption

Project Management
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04.00 SM Self-Management

My Priorities g, 80%of

Pareto (ABC) principle ﬁ wealth
= e initaly
el belongs

M" 10 20% of
BN e the
people.

Vilredo Pareto 1906

N el Activity Duration| &' A C

time centage

N[O [ DNJWIN|—




My prioritiese

Pareto ABC Principle
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My Priorities

How do | allocate my prioritiese

Bl High
O Medium
O Low

Project Management
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How | plan fo reach my goalse
Good practices

m Plan your actions, split big tasks in few smaller ones

m Use calendar. Some says you are 12.5% more efficient!
m Plan meetfings with some time space

m Act systematically

m Pufimportant things first

m Make your work qualitatively the best

m Use checklists

m Document your steps and results

m Use reasonably social media and services

m Make breaks
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How | plan 1o reach my goalse
My personal contract

1. My godl

2. My goal number

3. When do | want to reach it¢

Year:

Month:

Day:

4. What do | need to know to reach this goale

5. Which obstacles | expect?e

6. How | can solve or circumvent the obstacles?e

/. What are the necessary stepse Time schedule@¢

O important (B)

8. How important is this goal o me?

O very important (A)

O no so important (C)




My personal co
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Your priorities: Summary

m Make sure you know your | iarifies

m Plan your work ires ;- h a way, thar vou know all
the facts anid Jou can ccac »incdate them in

your actinon,
m Re con dent, tha ¢t this moment you do your best

m Make sure, tk,.at you have chosen the working
mati o s and tools which allow you to deliver the best
O >riormance while working on a task towards your

goals.
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Time Management

Does fime management has
any advantagese




e yffjworst uses of time is to do

‘ that need not to be done at all.

hing @K
f;‘.

'ﬁ.’a 1 Tracy, Eat That Frog!l: 21 Great Ways to Stop Procrastinating and Get More Done in Less Time
“
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Time Management
Three most important time planning principles

m Do not postpone limitlessly difficult tasks.

m Do not postpone limitlessly tasks you do not like.

m Watch carefully the tasks you like the most.
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Time Management
Time thieves

Time thieves are unscheduled breaks in your
planned activity. They are determined by:

m Fregquency

m Duratfion

m Way of interruption
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Time Management
Time thieves
Way to reduce and avoid the time thieves

m Say no, call off your participation
If somone disturts you: say simply: No.
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Time Management
Time thieves
Way to reduce and avoid the time thieves

m Postpone
Say, that you cannot interrupt your current job
now, but propose later arrangement
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Time Management
Time thieves

Way to reduce and avoid the time thieves

m Reduce the impact

In case you accept the interrupt, set the time
limit: «You have only ten minutesy. Care to keep
it true.




I
'19:3,'5';5;::'“ 04:00 SM Self-Management

Wydzial Zarzgdzania
Dr. hab. rer oec., Dr.-Eng. Bogdan Lent, prof. PBS

Time Management
Time thieves

Way to reduce and avoid the time thieves

m Preserve by rule to be interrupted
Develop your own system, which secure you
certain uniterruptable time for your scheduled
tasks.
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Time Management
Time thieves

Way to reduce and avoid the time thieves

m Disappear

In case interrupt is unrefusable (like that of your
boss) just move to somewhere else and make
yourself untrecable.




My time thieves |
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Time Management
8 rules of good time management

Rule No 1:

What do you think, is a right choice?

m | am so much under pressure, that | am not
going to loose the time on planning

/ m | do plan my activites each day. | think, that @
good plan is half-a-way to a success

m | am not loosing the time on planning, the life is
anyhow always going other way, than planned.
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1. Make your time schedule for next

day, week,....year.....
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Time Management
8 rules of good time management

Rule No 2:

What do you think, is a right choice?

m In my planning | try to forseen whatever may
/ happen. Nevertheless | leave some room for
unexpected in my plans.

m In my good plan very seldom something
unexpected happens, so | do nhot need to plan for
this. And if it happens, | will certainly find time for if.

m A good plan includes all options, so there is no
need fo reserve the time for unexpected.
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Time Management
8 rules of good time management

Rule No 3:

What do you think, is a right choice?

‘/ m When | plan my goals, | care about their clear
definition, attainability and time-boundness.

m | fo precise my goals with the time as | work towards
reaching them. | formulate them vaguely first and
them precise as | work towards reaching them,
because anyhow they subject to changes.

m |t secondary how well the goal and it’s deadline
are defined. Most important is to reach the goal.
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Time Management
8 rules of good time management
Rule No 4:

What do you think, is a right choice?

m |In case of emergency | act immediately,
without loosing time for any considerations

m |t happens often to me, that | just think: “If | would
only have done it other way around”.

/ m In a crifical situation | fry fo keep calm and first
to reconsider what happened before | ackt.
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Time Management
8 rules of good time management

Rule No 5:

What do you think, is a right choice?

m | follow the rule: “It will go faster if | will do it
myself.

/ m |invest my time in education of my tfeam
members to do the routine tasks. With a fime
| am not involved in these tasks any more.

m The best efficiency is always, when you do it
yourself.
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Time Management
8 rules of good time management
Rule No é:

What do you think, is a right choice?

m | do not loose any time for thinking

/ m | fry to manage my time the way, that | find also
some spare time for considerations about my work.

m | am always charged with urgent and important
tasks, so that | have no time for thinking.
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Time Management
8 rules of good time management

Rule No 7:

What do you think, is a right choice?

‘/ m | fry fo work clever so that | can balance my
work tfime with other activities.

m | do perform and reach higher efficiency by
doing overtime

m Responsible execution of any job calls for certain
degree of scarification and regular overtime.




/. Work clever not longer



I oot 04:00 SM Self-Managemen
Wydzial Zarzgdzania
Dr. hab. rer oec., Dr.-Eng. Bogdan Lent, prof. PBS

Time Management

8 rules of good time management
Rule No 8:

What do you think, is a right choice?

m Af no price | will let myself to get stressed or
“motivated” to act faster.

m When lreached what | planned, | do take care
to recognize it as a success and to celebrate it.

m Seldom | can allow to reward myself for a job
done.







‘ Planning

Vhat to look aftere

Review your goals

Do the planni
Set the
Do,

the time thieves




Case Study

How do | organize my d
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