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www.homeless.org.uk Let’s end homelessness together

Facilitated by: 
Michael Glew

Webinar Objective

www.homeless.org.uk Let’s end homelessness together

This webinar aims to increase our 
capacity to work with increased efficiency 
and confidence as well as increasing our 
ability to manage or influence others to 
support you in getting things done.
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Webinar Structure

www.homeless.org.uk Let’s end homelessness together

• The webinar
• The workbook
• The activities
• You will need your to do list
• Questions

How do we think about time?

www.homeless.org.uk Let’s end homelessness together

Can we put a value on time?

Do we have time in abundance? Or;

Do we feel there is not enough time to go 
around?

Does time go quickly or slowly for us and 
when does it seems to hang heavy or just 
vanish?

Have a go at answering the following poll –
how many apply to you?
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What time management can and 
cannot achieve

www.homeless.org.uk Let’s end homelessness together

Time management is not:

Making more hours in the day
Just working harder and longer
Working more and playing less

Time management is:

Recognising those things which we should spend our time on, in 
order to achieve our goals
Life in total – not just our working hours
Avoiding wasting time
Recognising time is one of our most important resources, and using 
it wisely

What time management can and 
cannot achieve

www.homeless.org.uk Let’s end homelessness together

• We cannot manage time!
• We can manage ourselves by:

a. working more efficiently
b. working differently
c. managing our priorities

• We can manage others:
a. Directly
b. Indirectly (influencing)
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Activity 1 - what are your top 3 
priorities? Activity Page 1

www.homeless.org.uk Let’s end homelessness together

“Things which matter most 
must never be at the mercy of 
things which matter least.”

Johann Wolfgang von Goethe

List the 3 things in life that
means the most to you:

Managing Time

www.homeless.org.uk Let’s end homelessness together

How do you recognise 
someone who is good at 
managing their time, what 
characteristics do they display 
that makes you recognise their 
time management qualities?

Give me some ideas – You can 
use activity 2 on page 2 of the 
workbook.
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Good at managing time

www.homeless.org.uk Let’s end homelessness together

People who are good at managing 
time tend to:
• work smarter
• get things done
• have a good work/life balance
• good at developing and using 

networks
• good delegators 
• someone we can learn from

• Tip – Find a role model

The importance of attitude

www.homeless.org.uk Let’s end homelessness together

• Motivated
• A Self Belief
• Self Discipline
• A willingness to change
• A willingness to delegate
• A willingness to ask for 

support
• A willingness to say no

• Tip – work on your attitude to time management
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Working efficiently
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What changes in behaviour have 
you made to be more efficient?

Activity 3 Workbook Page 2

Emails – Some Tips

www.homeless.org.uk Let’s end homelessness together

• Reduce the amount of emails you send
• Give feedback to senders
• Plan when you are going to check your inbox
• Switch off auto-checking on your email client
• Use the 2 minute rule – Under 2 minutes? 

Do right away
• Create an email filing system
• Unsubscribe from anything you don’t want
• Brevity is a virtue
• Use email templates
• Use a descriptive email signature
• Set a dedicated time each week to do a 

deep clean
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Emails – Some Tips
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Practise the '4 Ds'
Delete: you can probably delete half the 
emails you get immediately.
Do: if the email is urgent or can be 
completed quickly.
Delegate: if the email can be better dealt 
with by someone else.
Defer: set aside time later to spend on 
emails that will take longer to deal with.

Handling pper – Some Tips

www.homeless.org.uk Let’s end homelessness together
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Scheduling – Some Tips
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• Set deadlines for everything
• Schedule for interruptions
• Schedule your priorities as early as possible
• Don’t over schedule
• Make it physical
• Evenings and weekends are fair game
• Schedule breaks, - lunch, coffee, a stretch
• Stay organised clutter doesn’t help even if 

you think it does
• Practise intelligent neglect
• Don’t fall into the perfectionism trap - 80:20 

Rule
• Say no
• Reward your success

Meetings

www.homeless.org.uk Let’s end homelessness together
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Work differently
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How are you working differently? 
Activity 4 Workbook Page 4

Think about what you have done 
or could do that is different from 
the way you previously worked 
e.g: adopting flexible / remote 
working! 

Put some of your ideas on the 
chat box

Work differently – Some ideas

www.homeless.org.uk Let’s end homelessness together

• Use a Customer Management System 
(CMS)  – i.e. Homeless Link’s Inform

• Don’t duplicate work
• Work on the move – Using mobile 

technology
• Adopt flexible or remote working
• Use WhatsApp or similar for meetings 

and communication
• Use Service Level Agreement (SLA) 

ensure you stay focused on your role 
and avoid doing the work of others 
(Including tasks which are the client’s 
responsibility).
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7 Habits 
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7 Habits of Highly 
Effective People

Stephen Covey 

Habit 2 - Begin with the end in mind

www.homeless.org.uk Let’s end homelessness together

What is your mission?
• Organisational
• Job
• Personal
Activity 5 Workbook Page 5
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Homeless Link’s Vision and Mission

www.homeless.org.uk Let’s end homelessness together

The key to the ability to change
is a change in the sense of who you are, 
what you are about and what you value
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Put first things first
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The key to time 
management is not 
to prioritise what’s 
on your schedule 
but to schedule 
your priorities

Activity – Prioritising Time

www.homeless.org.uk Let’s end homelessness together

In workbook 
Exercise 6 
Page 6
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4th Generation Planning

www.homeless.org.uk Let’s end homelessness together

4th Generation Planning
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A worked example
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• Complete referral for 
J.A

• Work with L.M on Job 
App – Closes 
tomorrow

• Ensure T.C pays rent 
arrears as agreed 
(by noon)

• Complete board 
report – Hand in 4pm

• Check out Homeless 
Link training

• Meet with new 
outreach worker –
discuss referrals

• Plan activities 
programme ready for 
discussion.

• Go climbing

• Attend  - Lt focus 
group  - talking shop 
:-/

• Sort legacy files from 
Spring Hse

• Catch up on email 
offers

• See Jack to discuss 
his concerns about 
the new deco

• Return call from 
Unicorn stationary

•

Your turn

www.homeless.org.uk Let’s end homelessness together

Using your to-do 
list/memory etc.
• categorise all your 
upcoming tasks using 
the matrix.
• You can find two at 
the back of the 
workbook 1 to use now 
and 1 to keep as a 
photocopiable asset.
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Habit 7:  

Sharpen the Saw

Sharpen the Saw
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• Read, write, relax, exercise, 
play, love, get involved, 

• Build your resilience
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Build Resilience

www.homeless.org.uk Let’s end homelessness together

Build Resilience
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Build Resilience

www.homeless.org.uk Let’s end homelessness together

Build Resilience
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Top tips
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• Manage your time to meet objectives rather than activities

• Make a personal To-Do list ~ use your quadrant grid

• Do not put off doing important tasks

• Be assertive – learn to say ‘No’ or learn to Negotiate

• Develop the idea of a ‘Weekly Diary’

• Are you a Morning, Afternoon or Evening person? Arrange 
your work accordingly

• Keep phone calls as short as possible

• Use voice mail

What we do
Homeless Link is the national membership charity for organisations 
working directly with people who become homeless in England. We 
work to make services better and campaign for policy change that 
will help end homelessness.

© Homeless Link 2014. All rights reserved. 
Homeless Link is a charity no. 1089173 and a company no. 04313826.

Homeless Link
Minories House
2-5 Minories
London EC3N 1BJ
020 7840 4430

Twitter: @Homelesslink
Facebook: www.facebook.com/homelesslink
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For more information on the courses we offer please contact:

James Cuming 
james.cuming@homelesslink.org.uk

020 7840 4450
or

Laura Millward
laura.millward@homeleslink.org.uk

020 78404491   


