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Relevant reasonable, realistic and resourced, results-based. Professor Rubin also notes that the definition of the
SMART acronym may need updating to reflect the importance of efficacy and feedback. When drafting your
goal, try to answer the five "W" questions: What do I want to accomplish? Why is this goal important? Which
resources or limits are involved? A specific goal could be, "I want to gain the skills and experience necessary
to become head of marketing within my organization, so that I can build my career and lead a successful team.
Assessing progress helps you to stay focused, meet your deadlines, and feel the excitement of getting closer to
achieving your goal. A measurable goal should address questions such as: How will I know when it is
accomplished? Achievable Your goal also needs to be realistic and attainable to be successful. In other words,
it should stretch your abilities but still remain possible. When you set an achievable goal, you may be able to
identify previously overlooked opportunities or resources that can bring you closer to it. An achievable goal
will usually answer questions such as: How can I accomplish this goal? How realistic is the goal, based on
other constraints, such as financial factors? Example You might need to ask yourself whether developing the
skills required to become head of marketing is realistic, based on your existing experience and qualifications.
For example, do you have the time to complete the required training effectively? Are the necessary resources
available to you? Can you afford to do it? Beware setting goals that someone else has power over. For
example, "Get that promotion! But "Get the experience and training that I need to be considered for that
promotion" is entirely down to you. Relevant This step is about ensuring that your goal matters to you, and
that it also aligns with other relevant goals. A relevant goal can answer "yes" to these questions: Does this
seem worthwhile? Is this the right time? Am I the right person to reach this goal? Is it applicable in the current
socio-economic environment? Example You might want to gain the skills to become head of marketing within
your organization, but is it the right time to undertake the required training, or work toward additional
qualifications? For example, if you want to start a family, would completing training in your free time make
this more difficult? Time-bound Every goal needs a target date, so that you have a deadline to focus on and
something to work toward. This part of the SMART goal criteria helps to prevent everyday tasks from taking
priority over your longer-term goals. A time-bound goal will usually answer these questions: What can I do
six months from now? What can I do six weeks from now? What can I do today? Example Gaining the skills
to become head of marketing may require additional training or experience , as we mentioned earlier. How
long will it take you to acquire these skills? Finding This Article Useful? Get the Free Newsletter Learn
essential career skills every week, and get your bonus Time Management: It can also improve your ability to
reach them by encouraging you to define your objectives and set a completion date. SMART goals are also
easy to use by anyone, anywhere, without the need for specialist tools or training.
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Looking for more articles about productivity? I have a full list at the bottom of this page. Manage your energy,
not your time. What type of energy do you have in the morning? Determine what tasks each energy level and
time of day are best suited for. Prepare the night before. If you only do one thing each day then spend a few
minutes each night organizing your toâ€”do list for tomorrow. It takes 10 minutes that night and saves 3 hours
the next day. It took me awhile to get over the urge to open my inbox, but eventually I realized that everything
can wait a few hours. Nobody is going to email you about a true emergency a death in the family, etc. Turn
your phone off and leave it in another room. Or at the very least, put it somewhere that is out of sight. This
eliminates the urge to check text messages, Facebook, Twitter, and so on. This simple strategy eliminates the
likelihood of slipping into halfâ€”work where you waste time dividing your attention among meaningless
tasks. Work in a cool place. Have you ever noticed how you feel groggy and sluggish in a hot room? Turning
the temperature down or moving to a cooler place is an easy way to focus your mind and body. Hat tip to
Michael Hyatt for this one. Sit up or stand up. When you sit hunched over, your chest is in a collapsed position
and your diaphragm is pressing against the bottom of your lungs, which hinders your ability to breathe easily
and deeply. My morning routine starts by pouring a cold glass of water. Some people kick off their day with
ten minutes of meditation. Similarly, you should have a sequence that starts your morning ritual.
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The Smart Guide to Managing Smartphones in the Workplace Smartphones and mobile devices have become
critical business communication tools in the workplace, making it essential for organizations to establish
policies. This guide summarizes important things to consider in managing legal risks of smartphone use
outside of work, providing smartphones to employees, creating smartphone policies, and allowing smartphone
use at work. In fact, a employment lawsuit involving policemen in Chicago seeking overtime pay for
"off-duty" time using their Blackberrys clearly illustrates this risk. Employers do not need to pay exempt
employees for off-duty smartphone use; however, off-duty smartphone use is compensable if an employee is
non-exempt under FLSA. Non-exempt employees need to be properly compensated for their time worked. As
a result, organizations should consider the following for non-exempt employees: Restricting use of phones and
mobile devices to standard business hours Requiring employees to leave phones and mobile devices at work if
they are company-owned Recording all hours worked when using phones and mobile devices to perform work
tasks Requiring written permission from supervisors before using phones and mobile devices during off-hours
Mandating timecard approval by supervisors Training supervisors on FLSA Requiring employees to sign an
agreement regarding the conditions of phone and mobile device use Organizations should also regularly
review hours worked, employee classifications, recordkeeping, and remote access logs to ensure that they are
maintaining compliance. The first reason is that the practice is becoming more common. Reimbursing
employees for business use of their personal cell phone is more uncommon, offered by slightly under half of
employers surveyed. This suggests that providing cell phones to at least some employees is becoming a more
common practice. When personal phones are used for business, there can be a loss of data, privacy, security,
control, and the ability to upgrade, monitor, and manage these devices and their use. There may also be added
liability should a phone be lost, stolen, etc. Common Elements to Include If your organization decides to
provide any employees with smartphones or other mobile devices as tools to help them conduct business,
devise a policy and make sure that employees sign off on that policy or a similar agreement to the terms and
conditions of company phone use. Below are some common elements that you may consider incorporating
into your policy: Emphasize that mobile devices are to be used primarily for business purposes, that they are
company property, and that personal use is discouraged. Specify actions that are considered misuse of mobile
devices e. Provide guidelines for internet browsing, texting, and the use of apps. Outline the consequences of
inappropriate activity or misuse of mobile devices e. Specify rules for using personal mobile devices to access
company resources, such as email and servers. Prohibit cell phone use while driving per Ohio law or operating
equipment if applicable. Include guidelines for data privacy and security, such as setting up passwords and the
internal procedure to use if a phone is lost or stolen. Summarize payment terms for personal use of cell phones
if applicable. Allowing Smartphone Use During Work Hours Finally setting some restrictions and guidelines
for smartphone use during work hours in your employee handbook is advised. There are a couple different
approaches you can take with your policies. Particularly in the case of hourly employees, some organizations
only allow phone use during breaks, at lunch, in the event of an emergency, or with authorization. Other
companies do not permit the use of personal cell phones on company property; however this approach tends to
be extreme and not recommended. Many organizations allow for a minimal amount of personal cell phone use
during the workday in their policies, provided that it is not excessive or overly distracting. Be sure to include a
statement in your policy that cell phone use should not disrupt business operations and it may present
distractions to other employees. Along the same lines, your organization may also want to provide some rules
surrounding "cell phone etiquette," such as using silent or vibrate modes, seeking external or private space for
personal calls, maintaining a low voice, avoiding use during meetings, and prohibiting cell phone use while
driving. Smartphones and mobile devices will continue to change how your organization does business and
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present challenges in the workplace, so be sure to update your policies and practices accordingly. Please note
that by providing you with research information that may be contained in this article, ERC is not providing a
qualified legal opinion. As such, research information that ERC provides to its members should not be relied
upon or considered a substitute for legal advice. The information that we provide is for general employer use
and not necessarily for individual application. More on these topics:
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Time Management for Students Study: March 30th, Studying Applying proper study time management
strategies can help you to save time and stress; plus: Furthermore, it will help you to empower your study
efforts as you will be able to spend more time on important subjects. Study time management definition: Study
time management is the process of applying skills and techniques to save time, study efficient, set aims and
reach study-goals effectively. Students that apply study time management will be able to beat procrastination
and focus their full attention on their studies, which will finally allow them to spend more time with leisure
activities. Time management for students: In the following, you will be presented with some effective student
time management techniques and student tips on how to study effectively! You only have 24 hours a day,
hours a week and X hours a term. Effective study time management means that you use your given time in the
most efficient way. You will only have one, four or even more hours a day that you can invest in your studies,
depending on your leisure activities and if you have a job or not. Another useful study time management
technique is to have an organizer: This could be your smartphone, a college block or some sort of homework
booklet. The easiest way for me is to sort a single paper on top of all others into the ring binder I use during
my courses. You can consider this organizer to be a to-do-list for your studies where you write down
everything that needs to get done. This is where you start to manage your study time, so I would recommend
you to take up to 15 minutes for this! Make sure to include time for studying, completing tasks and
assignments, projects, etc. Use the time efficiently: Just as every other student, you will have to accomplish
different duties and tasks BESIDES your studies, which means that you need to use the given time as efficient
as possible for your studies. Make sure that you do not get interrupted while preparing for exams; not from the
TV, music, telephone or anything else. You can get more done within less time by applying power sessions,
where you focus all your attention only on your studies. A power session is a defined amount of time from 30
minutes up to one and a half hour where you focus all your attention on the completion of a specific tasks,
your studies, etc. The effectiveness of such a power session lies in the advantage of not being interrupted in
any kind of way, may it be emails, internet or anything else. Schedule your time depending on your energy
level: Another every important study time management technique is to schedule your time dependent on your
personal energy level. Your energy level reaches its peak at approximately 10 am, but is very low during the
time from 2 pm to 4 pm. A lot of students are very productive in the morning, so it could be very useful to rise
up early when you are not in university at this time! Others prefer the evening hours as their most productive
part of the day. The only important thing is that you know for yourself on which time-period you can work
most efficient and adapt your schedule accordingly to your high-energy periods. One of the biggest obstacles
you might face while applying effective study time management is procrastination, which is correlated to
discipline. Every student is affected by procrastination once in a while or continuously. The desire to avoid
specific tasks comes within boredom, fear or similar concerns. Not getting started will lead to stress and
anxiety, which are very negative emotions during your studies. Luckily you can overcome procrastination by
applying the following study time management technique: You will notice that a subtask will help you to get
started with your studies and will get you motivated to do the next tasks as well. Getting excellent grades can
be accomplished by everyone if they apply study time management and integrate careful planning into their
everyday life.
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