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LEARNING OBJECTIVES. 

a. TERMINAL LEARNING OBJECTIVE(S): 

(1) With the aid of references, materials, and equipment, identify the elements of time management in accordance with MCO P1130.76, Guidebook for Recruiters Volume I.  (8421.05.03)

b. ENABLING LEARNING OBJECTIVE(S):

(1) With the aid of references, materials, and equipment, identify in writing the principals of time management in accordance with MCO P1130.76, Guidebook for Recruiters Volume I.  (8421.05.03a)

(2) With the aid of references, materials, and equipment, identify in writing the techniques of time management in accordance with MCO P1130.76, Guidebook for Recruiters Volume I.  (8421.05.03b)

(3) With the aid of references, materials, and equipment, identify in writing the functions of a day planner in accordance with MCO P1130.76, Guidebook for Recruiters Volume I.  (8421.05.03c)

(4) With the aid of references, materials, and equipment, explain in writing how to compute the percentages of productive time, support time, and unproductive time in accordance with MCO P1130.76, Guidebook for Recruiters Volume I.  (8421.05.03d)

OUTLINE:

1. GENERAL:  Time management is absolutely critical to a Career Planner's success.  Time management may be the greatest challenge that a Career Planner faces.  Poor time management may ultimately results in a poor quality of life for a Career Planner and can possibly lead to failure.  Effective time management, however, allows the Career Planner ample leisure time to spend with friends, family, and on annual leave while, at the same time, accomplishing the mission.  

2. PRINCIPALS OF TIME MANAGEMENT:  Success is measured by results obtained from daily, monthly, and yearly activities.  Many people wrongly equate effort with the amount of time spent at work.  A failing Career Planner may spend 14 to 16 hours a day at work not because they lack effort but because they do not effectively manage their time.  In contrast, a successful Career Planner may only work about 8 hours a day.  It is not the amount of time spent but the quality of time that is important.  Use the following information as a guide to effective time management:

a. 
Focus on the needs of your Marines and interviewing.  Everything else, to include administration, community affairs, etc., is a lower priority.

b. 
Use a day planner.  It is simply impossible for a Career Planner to remember all the things that must be done on a daily, weekly, or monthly basis.  A day planner is designed to be a tool in keeping track of what is scheduled.  Using a day planner in conjunction with the command’s training schedule helps the Career Planner effectively plan, schedule and coordinate a myriad of activities.  Remember, these are merely tools.  They cannot prioritize tasks, coordinate activities or make decisions.  Instructions on how to use a basic day planner are contained in Appendix A.  

c. Group and coordinate activities.  Effective planning ensures that complementary activities are done together so that the loss of productive time is minimized.  For example, if a platoon is in the field, and you are going to drive out and conduct a reenlistment, why not bring the Career Planner Contact Records from that platoon and conduct some interviews at the same time.  This will maximize productivity, satisfy interview requirements, and help establish rapport with the Marines.  

d. 
Take every opportunity to talk with the Marines.  There are many ways to waste time such as idle conversation and waiting.  How often does a Career Planner wait for Marines to show for an appointment?  How often do they wait for a clerk to give them a form?  Waiting is wasted time that accomplishes nothing.  A Career Planner must be productive at all times.  While waiting for an appointment, make some telephone calls.  When you go to the Admin office and are waiting for a form, walk around and area canvass (AC).

3. TECHNIQUES OF TIME MANAGEMENT:  The smart Career Planner strives to spend 60% or better of his/her day in productive activities.  This would work out to 5 of every 8 hours per day.  The following techniques are provided to assist in making the most effective use of time available:

a. 
Don’t procrastinate.  It's human nature to avoid unpleasant tasks and avoid those that are disliked.  Guarding against this tendency is especially important when dealing with Marines.  They are the Career Planner's life-blood.  The following actions may be appropriate to handle the urge to procrastinate:

(1) Identify those tasks disliked and write down the ones normally avoided or put off.  This will increase awareness and better allow individuals to catch themselves in the act.  

(2) Delaying the accomplishment of a smaller task because there is not sufficient time to complete the whole project is common.  Accept that Career Planning is a complex process; it requires many different actions over time before results are accomplished.  Break down the Career Planning process and finish one step at a time (i.e. HRST preparation).   

(3) Sometimes a disliked task only feels that way until it gets started; then simply going through the motions gains interest and results in productive activity.  To address this situation, make a commitment to try the activity for 5 minutes; chances are it will be 10 minutes before the time constraint is even remembered (i.e. monthly reports and Career Planning data).

(4) Ease or break into a task gradually.  For instance, when making telephone calls (TC's), gather supporting tools (benefit tags, rosters, day planner, pencil), clear off the desk except for the needed items, and then pick up the phone and make some calls.

(5) Consider a reward after completing a productive activity.  Establish objectives and as they are achieved, reward yourself.  For example, after an interview, and the Marine decides to reenlist, take a five-minute coffee break.  A reward for productive activity will reinforce positive behavior and make it easier to do the succeeding tasks.

b. Schedule and plan.  Detailed scheduling and planning reduces conflicts, maximizes productive time and focuses effort.  There is a subtle difference between scheduling and planning.  

(1) Scheduling.  Scheduling occurs in response to tasks received from others.  For example, annual training; the Career Planner is assigned to a rifle range detail.  The Career Planner could easily waste productive hours while on the range if this task were not scheduled.  Proper scheduling and setting time limits ensures that unproductive tasks do not interfere with productive ones.

(2) 
Planning.  Planning is the key to success.  Career Planners must be able to construct daily, monthly, and yearly plans.  Some Career Planners and NCOIC's find this difficult because they have little practice in developing plans.  Plans must revolve around the two most important tasks for a Career Planner (i.e., needs of Marines and interviewing).  Planning must be coordinated, consistent, and thorough.

c. Establish Priorities:  Taking care of the needs of the Marines and interviewing are the Career Planners' most important activities.  These activities should remain their top priority and focus of effort.  To maximize these activities and reduce unproductive ones a Career Planner can assign a priority code to each daily activities (e.g., "A" for high value/productive/must do; "B" for medium value/supportive/should do; and "C" a low value/unproductive/nice to do).  These priorities can then be considered in planning their daily schedule.

d. Delegate:  Delegating supportive or unproductive tasks will increase the time available to take care of the Marines’ needs and for interviewing.  Too much time can be expended daily on administrative work like researching rosters, cleaning the office, putting names on Career Planning Contact Records, filing, etc.  With clear/concise instructions, follow-up and supervision of this work can be handled by a Marine that is assigned to you from the command on a temporary basis or preferably by a Career Planning Assistant.  

4. PLANNING:  Throughout the history of the Marine Corps it has been proven repeatedly, "If you fail to plan, you plan to fail."  Career Planning is no exception to this rule.  It is a rare exception when a Career Planner can just go out and make things happen.  Career Planners must understand and apply the planning tools and techniques that will enable them to consistently succeed throughout their tours.  Three tools that a Career Planner can use to aid them in their success are the Year in Sight, Month in Sight, and a Day in Sight (day planner).  

a. Year in Sight.  A Year in Sight is simply a schedule of known events for a particular year.  It will be very similar to the command’s annual plan and the C.O.’s milestones.  Since Career Planning is based upon fiscal years, so should the Career Planner’s Year in Sight.  To develop a Year in Sight, the Career Planner will simply obtain a calendar and list all known events for the command (training evolutions, command functions, etc.), Career Planning activities (conferences, FTAP schedule, MMEA retention phase lines, HQMC visits, HRST and MSG visits, etc.), holidays, and leave periods.  The Career Planner’s Year in Sight will be the basis for the Month in Sight.

b. Month in Sight.  A Month in Sight (monthly plan) uses the same concept as the Year in Sight.  It will be a bit more detailed in that, the Career Planner will place all of their known events from the Year in Sight, as well as their known monthly events (interviews, command events, ceremonies, meetings, phase lines, monthly Career Planning data, etc.).  Appendix A contains an example of a Career Planning Month in Sight.

c. Day in Sight.  A Day in Sight is simply an expansion of one day of the Month in Sight.  A Day in Sight (daily plan) must reflect those known events on the monthly plan.  The daily plan is a detailed plan for the Career Planner's day.  A simple day planner is perfect for this plan.  Keep in mind that each day is different and many variables will affect a Career Planner’s day.  Leave an open block of time to allow for some adjustment of the next day's activities.  If adjustments are necessary, they can be affected in the evening before the new day or the first thing in the morning.  Career Planners should fill out their daily plan an entire week at a time.  This should be accomplished on the last day of the week prior.  See appendix A for an example of a Day in Sight.

5. ANALYZE TIME:  The proper management of the time spent Career Planning is important to the success of a Career Planner.  It is important to determine where productive time is being wasted and how it can be used more effectively.  In order to correctly analyze the effective use of their time, Career Planners must understand what is meant by productive, supportive, and unproductive time.  

a. Productive Time:  Productive time is the time spent on tasks that directly impact the Career Planning mission.  The activities that constitute productive time include:

(1) Telephone calls (TC).

(2) Area canvassing (AC).

(3) Work site visits (WV).

(4) Handling office traffic (OT).

(5) Screening.

(6) Interviewing.

b. Supportive Time:  Supportive time is the time spent on activities that support the Career Planning mission but do not necessarily directly impact the mission.  The activities that constitute supportive time include:

(1) HRST / MMEA visits.

(2) Researching rosters.

(3) Planning.

(4) Meetings (Staff, CO, SgtMaj, etc.).

(5) Admin duties in support of mission (Pulling SRB’s).

c. Unproductive Time:  Unproductive time is the time spent on activities that do not directly contribute to or support the Career Planning mission in terms of interviewing or handling the needs of the Marines.  The activities that constitute unproductive time include:

(1) Driving and walking.

(2) Routine admin duties (making copies, filing, etc.).

(3) P.T.

(4) Annual training.

(5) Lunch.

(6) Miscellaneous.

d. Steps to Analyze time:  

(1) The first step to time analysis is to keep an accurate record of daily activities in a day planner.  

(2) At the end of each day review the daily schedule and figure out how much time was spent on each activity during the day.  In looking for ways to be more effective, be completely honest and accurate about the amount of time spent on each activity.  

(3) 
Enter the daily totals of hours for each activity (productive time, supportive time, unproductive time).  

(4) 
At the end of each week, total the hours spent on each activity as well as the total for each time category.  Compute the percentage of working hours spent on each category as follows:

	26.5
	÷
	44
	=
	.6045 or 60%

	Total hours spent in area for the week.
	
	Total hours worked for the week
	
	Percentage of hours working particular area


(5) Do this for at least four weeks.  After the fourth week, review the data.  Work toward spending a minimum of 60% of working hours on productive activity, 30% on support activities and no more than 10% on non-productive activities.  Compare the percentages for the four weeks to these standards.  If objectives were not achieved, chances are too much time was spent on supporting and/or unproductive activities.  Career Planners must remember to make the most out of the supportive / unproductive time.  If copies are needed, take the time to talk with the Marines that work within the section that the copier is maintained.  P.T. falls under unproductive time.  However, if it is a unit P.T. session (C.O.’s run), take the time to talk to the Marines.   
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