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★ Building Performance Institute Multi-Family Building Professional 

★ (Now BCD!) Advanced Issues in HUD Occupancy and Managing Mixed-Finance 
Properties (ACPO™)

★ Specialist in Housing Credit Management (SHCM)
  

★ Certified Professional of Occupancy (CPO)  

★ Fair Housing Compliance (FHC)  

★ Public Housing Occupancy Specialists (PHO)  

★ TaCCs Low Income Housing Tax Credit Compliance certified 

★ Bachelor’s degree in Sociology, minor in Business Marketing 



2020 Conference 

We Are Essential, Resilient & United!

★ Household CEO
★ Familial Law Enforcer
★ Non-TV Activity Coordinator
★ English Language Educator
★ Playground Medic
★ President of Waste Management
★ Mediocre Chef
★ Tantrum & Meltdown Negotiator
★ Search & Rescue: Small Plastic Pieces Unit
★ Chief Monster Hunter
★ Doll Doctor
★ Archaeologist Specializing in Under Bed 
★ Spiritual Leader
★ Backyard Safety Commissioner



If you want to be happier and more productive at work, 

time management stats suggest you should get 

plenty of sleep, 

set realistic deadlines, 

and plan your day properly.

Does it really WORK, though? Well, let’s see, shall we...



Time management statistics show that a shocking amount of time is 
wasted and business, households and students are STRUGGLING. 

Senior managers spend as much as 23 hours a week in meetings and the 
whopping 16 days per year are lost through searching for paper 

documents.

The average employee spends over two hours a day doing anything 
except work. (LOL, BRB, “thumbs up”...)

Some extra food for thought: The majority of students feel they lack the 
necessary time management and organizational skills to achieve the best 

grades possible.

And that’s not all, Folks!



● Up to 80% of the average working day is spent on activities with little or no value.

● Within the first 90 days, 90% of people will stop attending a health and fitness club.

● Despite time tracking apps, hints, and tips being available, only 17% of people track 
their time. 

● 46% of stress reported amongst employees in the US is caused by an overwhelming 
workload.

● 87% of students could achieve better grades if they possessed better organisation 
and time management skills.



“Productivity is a way to 
success,” 

most books and courses on 
entrepreneurship say. 

This statement becomes a motto 
for those 

willing to improve time 
management skills: 

the more you work and the more 
projects you have, 

the more money and the more 
success you get.

Do you agree?



The time-pressure problem was always supposed to get better 
as society advanced, not worse. 

In 1930, John Maynard Keynes famously predicted that within 
a century, economic growth would mean that we would be 

working no more than 15 hours per week – whereupon 
humanity would face 
its greatest challenge: 

that of figuring out how to use all 
those empty hours.





Priorities!



https://www.google.com/url?q=http://www.youtube.com/watch?v%3DUMc80crH5Tg&sa=D&ust=1604622424907000&usg=AOvVaw2r0uvLN8RWutd67r84U4RS


Specific 
(so you could see the direction to follow)

Measurable 
(so you could have realistic deadlines to finish them)

Attainable 
(so you could understand they are realistic 
enough to accomplish)

Relevant 
(so they would align with the direction you want 
your career to take)

Time-bound 
(so you could set a deadline for them to 
accomplish).

Make goals more powerful using the technique known as SMART goals! 



Does it bring in income?

RENT

HAP Corrections

Vacancies/turnover



Does it involve:

Team Relations

Reviews

Training or Coaching

Behavior Modification



How About:

Resident Concerns

Accommodations

Fair Housing



Let’s Throw in some:

Deadlines

Certifications

Reports



https://www.google.com/url?q=http://www.youtube.com/watch?v%3Dczh4rmk75jc&sa=D&ust=1604622425119000&usg=AOvVaw2Jo-heU_3Yj1tpmmZEbwfD




THE NEW NORMAL

Remote Work and 
Working from Home





Working remotely is about time freedom, right? 

However, without clear boundaries, your working time can get out of control. 
Without scheduling your hours, your mental health and private life could suffer, and 

procrastination and stress are commonplace.

Remember about such a thing as “working hours.” 

Create a schedule, work a definite number of hours per day, and avoid spending 
your spare time on work.

Do you like starting work before brushing your teeth in the morning? How about 
finishing work in bed before you go to sleep because your brain is still running a mile 

a minute?





Finding a new routine!

Now that you don’t have your 
commute to worry about, you 
can calmly go through your 
morning routine, eating a 
healthy breakfast, rather 

than just grabbing a piece of 
toast, or getting some 

exercise into your morning. 

When you sit down for your 
day “at the office” make sure 
you know when you’re going 

to start work, and when 
you’re going to stop. 



A Power Hour is a phrase coined by Gretchen Rubin, 
author of The Happiness Project.  

In her on-going work to find ways to be happier in 
life, she realized she needed a reliable way to attend 
to those tasks that don’t rank high on the priority list 
and yet cause problems and stress when left undone.  

Rubin observes that tasks that can’t be done at 
anytime are often done at no time and these tasks, 

left undone, drain your energy and create stress.  



Power HOUR!
Plan around your energy levels!

Working in an office or remotely, 
you have freedom to organise 

your tasks based on your 
personal energy levels. 

Think about when you’re most 
likely to feel driven and 

motivated. 

For those moments when you 
know you’re going to be less 
productive, schedule more 

monotonous tasks, like 
responding to email.





Plot your schedule
If you’re working at home with a partner, collaborate on a schedule each day or at the start of 
the week to determine who will be working where and when, and who will be in charge of any 
childcare or house duties. Writing it down makes it easier to follow, whether it’s on a shared 

calendar app (such as Google Calendar or TimeTree) or even written on a piece of paper 
hanging on the refrigerator.

Try the approach called “windowed work,” if your job and company allow for it. In contrast to a 
9-to-5 schedule, you schedule blocks of time throughout the day for business and personal 

activities. 
In a recent Robert Half survey, 73% of professionals reported that this approach helps them to 

be more productive.

DO IT



You may not be able to do everything yourself. 

Call upon others to help where needed. For example, those with young children at home need to 
arrange for their supervision. If there are two working parents, it’s likely one must take charge to 
enable the other to work. If there is an older child, he or she needs to lend a hand in watching a 

younger sibling so parents can work, noting of course the school hours of each child.

Delegate  IT



Designate Space(s)
Choose separate rooms or areas around the house and designate the expectations for each. 
For example, the desk you set up in your bedroom is only for work, the living room is only for 
leisure time, and the kitchen table is only for meals and kids’ schoolwork time. This helps you 

create the connection between physical space and what to mentally focus on. Using your living 
room for Netflix binging might make it trickier to get in “work mode” while sitting with your laptop 
on the couch, so find the best spots in the house to work and play, and try to keep it consistent





Dress 
like you’re going to the office

Don’t just throw on a pair of sweats every day. 
This may not seem like a time management tip, but having a routine — getting up at the same 

time each day and wearing clothes you wouldn’t mind going out in public in — will help you get in 
a frame of mind to focus on your work projects. 

And when you’re focused, you manage your time more effectively



Make meetings more 
meaningful

In an environment 
where instant 

messaging exists for 
quick conversations 
with remote teams, 
there’s no need to 

launch a meeting for 
every conversation. 

That means that 
when you do decide 
to get together with 

your team for a 
video or audio 
conference, the 

conversation needs 
to be meaningful. 



Do the tougher things first!  Really!

Take 10-15 minutes to clean up desk and clear your mind.  
A clean desk will also make it easier to find things.

Take 5-10 minutes at the beginning and end of each day to set 
priorities

On Mondays and Fridays : 
Review Calendar and set priorities for the week

 Create uninterrupted time to meet a deadline. 
Discuss with your supervisor “Modified Office Hours” if necessary.  

Touch documents as few times as possible.  Don’t set things aside, put 
things where they belong.

Communicate if you need help!

Reward yourself and celebrate your accomplishments!  Big and Small!

Take a deep breath, take a break, walk.

Give yourself grace! Some work or tasks will have to be left behind. It 
will be waiting for you tomorrow.

To Quote the “Experts”



Addressing the common distractions and time-wasters such as TV series or social media feeds is the 

given. 

Most people know about them and how to handle them, but some still ignore such a time-eater and 

their productivity killer as immediate reactions to… EMAIL. 

It’s simple – the more emails you send, the more you will receive. Once distracted, you lose 

concentration on the task at hand. You’ll have to spend time on getting back into the game over and 

over again, many times per day.

The solution? 

Turn off the apps, notifications, and messengers when you start working. SCHEDULE time to check 

emails a few times a day max (allocate some time between major tasks for this purpose). If it’s 

difficult for you to ignore distractions from other websites, use tools that will block your access to 

those resources.

What about that Q4?



You can seek to impose order on your schedule all you like – 
but eventually you’ll need to confront the fact that the deluge of work, and the urge you feel to 

get it all dealt with, aren’t really about schedules and technology. 

They’re manifestations of larger, more personal dilemmas. 
Which paths will you pursue, and which will you abandon? 

Which relationships will you prioritise, during your shockingly limited lifespan, and who will 
you resign yourself to disappointing? 

What matters?



Happiness Matters!
In the workplace, the happiness of employees is vital and affects their work, according to 

the latest time management statistics. 

Ultimately, happy staff are more productive, don’t procrastinate and earn the company 

more money. 

In fact, happy workplaces tend to be 31% more productive just by changing the mood. 

Take some notes, managers!



Given that the average 
lifespan consists of only 

about 4,000 weeks, 
a certain amount of anxiety 

about using them well is 
presumably inevitable: 
we’ve been granted the 

mental capacities to make 
infinitely ambitious plans, 
yet almost no time at all to 

put them into practice. 



Resources
18 Best Time Management Apps and Tools
https://www.lifehack.org/articles/technology/top-15-time-management-apps-and-tools.html

10 Best Time Management Apps For 2020 
https://techjury.net/best/time-management-apps/

6 Incredible TED Talks About Time Management
https://www.brightpod.com/boost/6-incredible-ted-talks-about-time-management

https://www.google.com/url?q=https://www.lifehack.org/articles/technology/top-15-time-management-apps-and-tools.html&sa=D&ust=1604622425727000&usg=AOvVaw3f0ezclT31HhRs4YbLi_pr
https://www.google.com/url?q=https://techjury.net/best/time-management-apps/&sa=D&ust=1604622425728000&usg=AOvVaw1r0uEbnKI3j-m-WzsL7q06
https://www.google.com/url?q=https://www.brightpod.com/boost/6-incredible-ted-talks-about-time-management&sa=D&ust=1604622425728000&usg=AOvVaw1q9wE5xQwcVEPEhB6X-HRL


Whatcha Got?


