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Introduction

This is an extract of our original Special Report on Super Efficiency. The original report contains 128 skills leading to your Super Efficiency. This extract is a courtesy gift from Dr. Keith To and hope you enjoy and benefited form it.

I. Communication

1. It had been proved that people are unlikely to be listening if they are looking away from you. Never give instructions to the backs of people’s head.

2. It is always worth to waste a few minutes to ensure you have been understood at the start to avoid wasting a few days when it turns out you haven’t.

3. Group all you outgoing calls together. Set aside the time for making these calls. You should not be distracted during this period or else making calls can be as disruptive and inefficient as taking calls 

4. Your secretary should never say you are available before checking with you. She can say, “I am not sure if he’s in the office, I’ll check.”

5. If you enter a meeting without any personal objective, you will most certainly exit without any personal achievement.

II. Time Management

6. Don’t accept unacceptable commitments just because they won’t happen for ages.

7. If there is a break in between tasks, make use of it. Before doing any other things, check all your preparations for the following event.

8. If you want to know the time, look at someone else’s watch.

9. Before you start anything, determine its goal. If you don't know where you're going, how will you ever get there? Set mini-goals and reward yourself for successes.

10. You run the risk of letting tasks fall through the cracks. The best way to never forget an appointment, a deadline or a detail again is to write everything down.

11. Instead of starting and stopping at different levels of activity, you'll save time by making all of your outgoing telephone calls together, taking care of all your errands at once, etc.
12. Write down a quick notes about today’s outstanding issues on your desk. This can refresh your memory early in the next morning. This stay you focused in what must be done first.
13. Throw away immediately without opening any letters looks like a junk mail. It saves you lots of time.

14. The biggest mistake people make when using planning calendars is to keep more than one. Keep personal, professional and family items on one calendar. It will help to eliminate scheduling conflicts. Remember, 'the man who wears two watches, never knows the correct time.'

15. Set time limit for every tasks. Say, 'I've got only 5 minutes to talk.' Outline your calls, Say, 'I'd like to discuss these 2 possible solutions to problem A . . .'

III. Procrastination

16. Don’t cram every day with scheduled activities. Build in a crisis cushion and expect for the unexpected.

17. Once you have fixed a private completion date for yourself, inform several colleagues by asking if they are willing to check on you. You are then forced to deliver on time.

18. Conquer Procrastination. One technique to try is the "Swiss cheese" method described by Alan Lakein. When you are avoiding something, break it into smaller tasks and do just one of the smaller tasks or set a timer and work on the big task for just 15 minutes. By doing a little at a time, eventually you'll reach a point where you'll want to finish.

IV. Data

19. Keep your briefcase open by your desk and put straight into it any documents destined to be read overnight. There is no point in first putting these in a pending tray and then wasting time again to find them again when you leave your office.

20. When you need to reply any incoming correspondence, it can save your and other’s time by writing on the photocopy of the original incoming letter or memo.

21. Never file anything, which you will surely not read it again.

22. Never file anything, which will be filed by someone else.

23. Don't waste time searching for papers when you need them. Keep all paperwork that pertains to a certain project together in one large folder.

24. Handle every piece of paper or e-mail only once. With paper use the ‘3 D’ rule of Do it, Dump it or Delegate it. Never handle a piece of paper twice. Don't even think of placing it in your 'to get to' pile - Handle it NOW! As for e-mails the same rule can apply so you either action it, delete it or forward it to someone else. If you print a copy then use the '3 D' rule.

V. Ideas

25. Instead of counting sheep to sleep, allow your mind to meander causally over any knotty problem in need of solution. There is a fair chance that an idea will come up.

26. Write down any idea comes up during any time immediately, or you will surely forget them all.

VI. Travel

27. If you have time for sightseeing but dislike packaged tours, pick up a tour leaflet, decide which of the sights appeals to you, and plan your own personal tour in a taxi or on foot.

28. Whenever you are planning travel, stay away from any rush hours.

29. Use different color schemes for packing. Different color stands for different categories.

VII. People Management

30. The best motivator of all is to make work fun for your staff.

31. Seek specialist advice whenever possible and reject two third of it.

32. When delegating, always ask those involved to set their own timetable and then cut it by about 20%. This speed things up and stretch your people. 

33. Realize that you can't do everything. Delegate in the office and at home. To use an effective delegation system, you must train, entrust, follow-up and evaluate.

VIII. Organization

34. An uncluttered desktop erases unnecessary distractions and helps keep your mind on tasks that need immediate attention. Keep only the items on your desk that relate to your current projects.

35. Create forms for everyday tasks. For example, type up your own Fax Transmittal Form that includes your name, company name and other pertinent information. Make copies and leave them by your fax machine for efficient and effective communication.

36. Create reference list. Reference lists are wonderful tools for remembering and accessing everything easily. E.g. Personal goals and dreams, Birthdays, Favorite restaurant phone numbers, Things to pack when traveling. Your choices are endless!

37. Before you go through the expense of purchasing more file cabinets, folders, etc., take the time to purge all unnecessary paperwork and materials.

38. Create a pleasant, well-equipped work area. Whether it's a nook, cranny or a large office, your work area should be conducive to performing your daily work. It should contain all necessary supplies and equipment within arms reach or in easily accessible areas.

39. Keep a sufficient supply of pens, pencils, paperclips scissors and other necessary supplies in a desktop holder on your desk or a tray inside your desk.

40. Toss software disks, CDs, computer manuals, etc. for computer programs you no longer use and never will again.
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