Get Time on Your Side: Effective

Time-Management Tips

Hefty workloads, competing demands and

last-minute projects can get the best of any professional.

In fact, in a recent survey by Robert

Half Management Resources, chief financial officers

said time management was the greatest challenge

they face today. If you're looking to get control

of your chaotic schedule, the following timemanagement

tips can help:

Develop a daily game plan. Preparation

and focus are the keys to efficiency at the office.

At the end of each day, invest some time in identifying

the next day's tasks and ranking them in

terms of urgency. Review your prioritized to-do

list in the morning to ensure a strong start on the

day.

Be systematic. There are many tracking

tools available to help you stay on top of your assignments.

Options include project-management

software programs, which electronically track activities

and deadlines, and "tickler" files that remind

you of pending items. And, of course, there's

always the time-tested planner, which you can

use to write down each project, its status and the

next steps to take. Utilize whichever organization

option you're most likely to stick with.

Clean up your act. How many times

have you searched frantically for a document only

to find it days later buried under a pile of outdated

memos and sticky-notes? Schedule time

once a week to clean your workspace. Cut the

clutter by going through documents and separating

the critical from the unimportant. Once

you've categorized an item, file it, forward it or

throw it away.

Minimize the multitasking. Despite

your good intentions, you can't write a top-quality

report while simultaneously talking on the phone,

filing paperwork and preparing for an upcoming

meeting. When working on an assignment, try to

give it your undivided attention so you do it right

the first time. Multitasking often leads to errors

and oversights, minimizing your overall effectiveness.

Finally,

it's a smart

move to pitch in and help overworked colleagues

whenever possible. By being a consummate team

player and assisting fellow accountants, there will

be no shortage of helping hands to repay the favor

the next time you're swamped and a last-minute

assignment lands in your lap.

Accountemps is the world's first and largest

temporary staffing service specializing in the placement

of accounting, finance and bookkeeping professionals.

The company has more than 350 offices throughout

North America, Europe and the Asia-Pacific region,

and offers online job search services at

www.accountemps.com.

